
POSITION DESCRIPTION

Multi-County Juvenile Attention System

	WORKING TITLE:

STATE CLASS TITLE:
	Chief Financial Officer
.

	
	


	POSITION CONTROL:  FLSA STATUS
	Exempt
	EMPLOYMENT STATUS

REPORTS TO
	Full-time

Superintendent

	EXEMPTION TYPE
	Administrative
	SUPERVISOR’S PCN
	

	CIVIL SERVICE STATUS
	Classified
	FACILITY
	Administration


DISTINGUISHING JOB CHARACTERISTICS

The CFO will have primary day-to-day responsibility for planning, implementing, managing & controlling all finance related activities; Includes direct involvement in accounting, finance, audit compliance, forecasting, strategic planning, job costing, policy formulation and various contract negotiations. 
 


ESSENTIAL DUTIES AND RESPONSIBILITIES

To perform this job successfully, an individual must be able to satisfactorily perform each essential duty listed below. Reasonable accommodations will be made for disabled persons, covered by the Americans with Disabilities Act, in accordance with its requirements.

55%
Provides management, or administrative technical support for finance & accounting duties, food service program oversight & compliance, payroll, and related functions of the Multi County System. 
Ensures that effective internal controls are in place and ensures audit compliance with applicable federal, state, & local regulatory laws & rules.
Plans, monitors and administers Multi-County budgeting and finance functions. Develops facility budgets and monitors to ensure compliance with budgetary constraints.  Notifies Superintendent of budget problems.  Maintains responsibility for reviewing all expenditures and obtaining bids for automobiles, capital repairs, legal advertising, and other major expenditures.  Manages System accounting and bookkeeping operations and supervises Clerk Supervisor.
30%
Delegates work and responsibilities to assigned staff.  Assigns tasks, provides direction, establishes priorities, evaluates performance, recommends disciplinary actions, and ensures work complies with policy and established standards.

Provides technical management and administrative support to System medical and food services.  Develops operational procedures and technical manuals and performs other support service as necessary.  Coordinates support functions and establishes and maintains strong relationships with Administrators so as to identify their facility needs and seek full range of business solutions.

Attends Board meetings & represents MCJAS at the Finance Committee meetings. 

Ensures credibility of financial information by providing timely & accurate reports, analysis, & budgets.  Compiles data and prepares various financial and operational reports upon which management may base decisions.  Collects and analyzes reports reflecting System expenditures, personnel, bed-day usage, and other matters.  Prepares the annual report. 
OTHER DUTIES AND RESPONSIBILITIES
15%
Maintains responsibility for fund raising, grants and special projects.  

Prepares, organizes and implements staff development programs and marketing or public relations functions as needed.

Responsible for the assembly of the Title IV E Cost Report, CCF Annual Budgets, Quarterly Reports, Closing and other Financial Reports.   

Prepares public record retention paperwork and coordinates disposal of records.  

Oversee business insurance plans (CORSA) & employee health, dental & life insurance coverage (SCOG).
Assist with policy formulation & implementation.  Monitor procedures are in line with System Directives and makes appropriate suggestions for best practice & Board approval.

Understands & manages finances as it relates to Education Program Reimbursements - Approves per diem calculations.  Maintains quality relationships with education program officials & facilitates contract negotiations.
Assembles Annual Audit Book (s) for Auditors:  Maintains the official approved budget for the fiscal year, Board approved budget revisions, signed copies of the Official Certificate of Resources, Encumbrances, Appropriations, Transfers, Carryover Certificates & any other documents of records pertaining to the Budget.  HINKLE reporting & applicable notes for financial statements.

Payroll & Personnel Responsibilities: Assists the Chief Operating Officer with maintaining MCJAS personnel files including employee files payroll history forms, personnel actions forms, evaluations, attendance sheets & leave requests.  Assists with applicable requirements & file compliance.  Cooperates with Auditors in their annual review and audit of personnel system records.  Oversees & assigns clerks to complete routine & essential payroll processes including employee benefits & other changes requested by employees.  Assists with payroll processing & approves payroll report for Superintendent signature.Ensures sufficient funds are available to disburse.  Confirms payroll rates with approved pay scale & assembles payroll projection reports.  

Serves as member of negotiating team in a Union environment and provides instruction to Administrators to ensure contract compliance.   Serves on Labor/Management Committee.

 Monitors Workers Compensation forms necessary to initiate claims for injured employees.  Completes unemployment compensation claim forms.  Confers with Superintendent regarding challenges to BWC & unemployment claims and compiles & presents information to substantiate System’s position.  Attends hearings & provides records for claims filed as needed.  
Represent MCJAS and coordinate & attend bi-annual member County Auditor Meetings.  
Possesses strong interpersonal skills and the ability to communicate and manage well at all levels.
Serves and participates on the following committees: Administrators, Management, Safety, BWC Safety & Leadership Council, Finance, and other committees as appointed by the Superintendent. 
SCOPE OF SUPERVISION

Direct:  Clerk Supervisor, Central Office Clerks
Indirect:  Functional supervision of staff pertaining to food service, payroll & accounting, and computer functions.
EQUIPMENT OPERATED

Computer; copier; typewriter; adding machine; telephone; laminator; fax machine; other general office equipment; fingerprint equipment.

CONTACTS WITH OTHERS

Board members; State and local Auditors; Board Attorney; business associates; vendors; parents; social service providers; Judges; County Commissioners; Court and Education program officials; Department of Youth Service; Ohio Department of Jobs & Family Services; Union officials; & the general public.

CONFIDENTIAL DATA

Youth names and records; Employee Social Security Numbers, insurance claims, employee medical records and other non-public record information. Sensitive Information: Information included in personnel files including disciplinary actions, grievances, garnishments, annual evaluations, payroll information; exit interview results.
WORKING CONDITIONS
Good office working conditions

USUAL PHYSICAL DEMANDS
The following physical demands are typically exhibited by position incumbents performing this job’s essential duties and responsibilities.  These physical demands are not, and should not be construed to be job qualification standards, but are illustrated to help the employer, employee and/or applicant identify tasks where reasonable accommodations may need to be made when 

an otherwise qualified person is unable to perform the job’s essential duties because of an ADA disability.

While performing duties of this job, the employee regularly exhibits a digital dexterity 
when performing routine typing and other tasks. The employee frequently sits for extended periods of time, and occasionally stands and walks. Employee converses verbally with others in person and by telephone. Vision demands include close, relatively detailed vision when typing and using a computer screen.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of: governmental accounting and budgeting; county government and process; juvenile law; JFS, DYS and ACA standards; computers; computer programming, networking, & software applications; general office practices and procedures; management principles; mathematical principles; spreadsheet software; financial management; regulations governing System accounting functions and revenue sources.
Ability to:  apply applicable laws, regulations and management principles to practical work situations; post information accurately to files and records; maintain confidentially of confidential and sensitive information, in accordance to all federal, local and state and local laws, regulations,and rules, as well as uphold confidentiality as required by MCJAS System Directives; must demonstrate the ability to get along with others and work as a team member, work with statistics; apply analytical thinking and sound judgement to technical functions; work precisely and accurately in dealing with financial data; research and resolve complex business problems.
Skill in: PC proficiency is essential (Windows environment), operation of standard office equipment, job appropriate software, Stark County Auditor software experience preferred 
QUALIFICATIONS
An appropriate combination of education, training, course work and experience may qualify an applicant to demonstrate required knowledge, skills, and abilities. An example of an acceptable qualification is:   Bachelors degree in budget and finance or related field with coursework or experience in governmental accounting and business.

Ability to document identity and employment eligibility within three (3) days of original appointment as a condition of employment in compliance with Immigration Reform and Control Act requirements.

LICENSURE OR CERTIFICATION REQUIREMENTS
State Motor Vehicle Operator's License 
This job description in no manner states or implies that these are the only duties and responsibilities to be performed by the employee filling this position, who will be required to follow  instructions and perform any duties required by the employee's supervisor or designee.

MANAGEMENT APPROVAL

_________________________________________________
___/____/____




               Superintendent

 
       
           Date

EMPLOYEE UNDERSTANDING AND AGREEMENT

I understand, and will effectively perform, the duties & requirements specified in this job description.

_________________________________________________
___/____/____




               Employee


   
       
           Date
