[image: image1.png]


[image: image2.png]


[image: image3.png]HEALTH CARE COALITION
OF LAFAYETTE COUNTY

c



[image: image4.png]HEALTH CARE COALITION
[l OF LAFAYETTE COUNTY

[

QM



825 South Business Hwy 13 ▪ Lexington, MO 64067 ▪ 660.259.2440
Executive Assistant/Financial Officer 

SUMMARY: The Executive Assistant is responsible for all policy, accounting and bookkeeping functions of the HCC including monthly reports, grant financials and personnel files.  The Executive Assistant must exercise good judgment and responsible discretion with respect to matters of financial planning.  Executive Assistant must be prepared to accept delegated authority on significant financial matters as well as formulate, implement and interpret policy.
RESPONSIBILITIES:

1. Manage all HCC accounting functions including accounts receivable/payable and grant draws; 

2. Manage HCC Payroll as well as personnel files, paychecks, quarterly reports and insurance products; 

3. Responsible for financial Grant Reporting including the Annual Financial Status Reports (FFR), Quarterly Reports (PMS FFR), Performance Improvement Measurement System (PIMS) and Financial Reports& Spreadsheets for board reporting; 

4. Prepare for HCC Board and General Membership Meetings including agendas, minutes, financials and correspondence; 
5. Manage all Contracts for the HCC including any MOU’s, contracts and other binding documents including, but not limited to; 
a. Tax Preparation Documents

b. Annual Budget Preparation

c. Organizational Insurance Policy

6. Primary Compliance manager for HCC responsible for all legal filings, annual renewals, by-laws and policy manual; 

7. Comparison and Evaluation of possible courses of action for financial sustainability of the HCC.
a. Formulate, affect, interpret or implement management policies or operating practices;

b. Carry out major assignments in conducting the operations of the business relative to financial documents;

c. Perform duties that affect business operations as a whole, as assigned by Executive Director;

d. Provide advice to staff and to board members regarding policies and procedures;

All other duties as assigned by HCC Executive Director. The HCC will be responsible for any and all taxes, insurance, and other liabilities related to employment. Such items shall include, but are not limited to, payroll taxes and liability arising from employment laws such as minimum wage.
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