Title:

Community Health Alliance of Pasadena (CHAP)
Job Description

Chief Financial Officer

Department: Finance Department
Reports To:  Chief Executive Officer

Directs:
EEOC:

Finance Department

FLSA Status: Exempt
Salary Range: $90,000 (low) — $100,000 (mid-point) — $110,000 (high)

Resume

s should be sent to akurdoghlian@chapcare.org

Community Health Alliance of Pasadena (CHAP) strives to pay its workforce at the mid-level or 50% of the salary range.
For new hires, we offer pay at less than the 50% mark to allow for growth. CHAP offers a generous employee benefit
package. The combination of the pay and benefits results in a total compensation package in the 70% of the competitive
salary range.

SUMMARY

The Chief Finance Officer (CFO) is responsible for all financial functions of Community Health Alliance of Pasadena
(CHAP), either directly or through supervision of staff and for strategic financial planning to improve the well-being of
the agency.

CHAP’s Expectations of all Employees

Adheres to all CHAP’s Policies and Procedures

Conducts self in a manner that represents CHAP’s core values at all times

Maintains a positive and respectful attitude with all work-related contacts

Communicates regularly with her/his immediate supervisor about Departmental and CHAP concerns
Consistently reports to work prepared to perform the duties of the position

Meets productivity standards and performs duties as workload necessitates

PRIMARY DUTIES:

A

ANNUAL BUDGETS. Develop annual budgets as required by Board of Directors and the Bureau of Primary
Health Care. Budget development requires coordination with all program and clinical managers, review with
Chief Operations Officer (COO) and Chief Executive Officer (CEO) and final presentation CHAP Finance
Committee and Board for final review and approval. Monitor the budget on a monthly and quarterly basis
and provide ongoing feedback to COO, CEO and program/clinical managers on budgetary status.

FINANCIAL MANAGEMENT. Develop policies and procedures to ensure sound financial management of
CHAP and compliance with local, state and federal requirements. Monitor performance of all employees
involved with billing, collection, payroll, and payable activities. Assure financial integrity of CHAP by ensuring
that proper controls are in place thereby reducing financial risk. Develop recommendations for continuous
improvement of the financial operation. Utilize CHAP’s Board of Director’s Finance Committee as a resource for
reviewing and recommendations for improvement.

GRANTS. Assure timely submission of all Local, State, Federal and private grant applications. Coordinate and
assure timely submission of all financial monitoring, reports and information required by grantors. Partners with
grants writers, both in-house and contracted, on financial information required to assure successful grant
application process.

REPORTS. Prepare monthly, quarterly and annual reports of organization’s financial activities and status.
Present monthly reports to CHAP’s Finance Committee for review and approval. Responsible for the timely
completion of annual external audit (A-133) and filling of tax return after review and approval of Board and CEO.



E. STRATEGIC PLANNING. Participates in both long and short term planning, goals, objectives and develops
optimal financial and market placement of the organization. As part of the Executive Team, participates in the
annual Strategic Planning process.

F. PROGRAM DEVELOPMENT. Partner with Executive Team in the development of internal and external
programs or interagency agreements to enhance client services, revenues, or employee retention and productivity.

G. BUSINESS OFFICE. Prepare for financial audits and implement necessary changes based on results. Business
Office, including billings to insurance, MediCaid, Medicare, Managed Care (IPA) and other organizations.
Assure compliance with all MediCaid, Medicare, Managed care and other private insurance contracts. Assure
timely and accurate enroliment with new private insurance or managed care contracts or other new business lines.

INTERMITTENT DUTIES
A. Perform related and staff support duties as assigned by CEO

B. Attend required and selected seminars or training.

QUALIFICATIONS
A. EXPERIENCE. Five or more years experience in fiscal management.

B. EDUCATION. Degree in accounting: prefer licensure as Certified Public Account or Master’s degree in
Business Administration.

C. KNOWLEDGE. Must have the ability to receive, interpret and follow verbal and written instructions. Required
to read, write and speak English fluently with the ability to speak Spanish helpful. Must have a sound
understanding of financial and budgets.

D. Skills. Problem solving; Problems may arise in this position that are outside established polices. This position
calls for high-level skills in problem solving and ability to work independently. Must be able to receive and keep
a valid California driver’s license; provide own transportation, operate a personal computer, Microsoft Office
proficient, calculator, fax, copier and telephone. Data Base Management; proficient in any accounting program,
Quicken, Non-Profit, SAP, MAS90 or others.

E. Personal Qualities. Ability to work as part of a Senior Staff Team. Sensitivity to health care environment.

Physical Demands/Working Conditions

The physical demands described here are representative of those that must be met by an employee to successfully perform
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

While performing the duties of this job, the employee may be required to drive to all CHAP facilities as needed. The
ability to sit for extended periods of time. The employee must occasionally lift and/or move up to 25 pounds.

Travel, generally within the Greater San Gabriel Valley and/or Greater Los Angeles, may be required on an occasional
basis. Attend in state and out of state conference may be required.

Acknowledgement of Receipt
I have reviewed this job description and understand that my supervisor can answer any questions | may have about what is
expected of me in this position.

Employee Name

Employee Signature Date






