Chief Financial Officer 
JOB SUMMARY: 
To direct and oversee all financial activities of the corporation including preparation of current financial reports as well as summaries and forecasts for future business growth and general economic outlook. 
ESSENTIAL FUNCTIONS:  
· Oversee Employee Handbook

· Payroll Tax Protocol

· Payroll Protocol

· Simple Ira Tracking/audit and schedule protocol

· Increased Collection ratio from 92.9% to 97.8% within the 1st year and 97.8 to 99.9% maintained through all of 2005, 2006 & YTD 2007.

· Assisted in implementation of marketing protocol to increase production #’s by $512,130 since Year end 2003.

· Decreased our DSO ratio from 36 (November 2004) and have held firm at an average of: 27   Thrive is 30.  This is a decrease of 9 days.

· Created patient collections protocol

· Travel coordination and setup

· Implemented HR policies such as Interview questionnaires, employee warnings, Wage & hour law compliance, job descriptions for all team members, time off request, expense reimbursements, employee review protocol and other templates for HR related issues: raise, new hire paperwork, exit interviews, etc.

IN PARTICULAR, MORE RECENTLY:

· Insurance charting protocol

· Wrote a BA and Hygiene Manual-How to guide

· Created the Employee Total Compensation Tracker Spreadsheet

· Initiated, prepared, implemented and supervised investment of funds for New Building Build out
· Worked with bank to raise additional capital as required for expansion
· Initiated, prepared, implemented and supervised investment of funds for 401 K
· 401 K audit and schedule setup

· Yearly PPO negotiations on fees

· Appraisal write up and submittal for review

· Implementation of successful finances option Care Credit (with a second to follow soon called AFS)

· Directly oversee all financial activities of our LLC including preparation of current financial reports as well as summaries and forecasts for future business growth and general economic outlook
· Reviewed reports to analyze projections of production and profit against actual figures, budgeted expenses against final totals, and suggested methods of improving the planning process as appropriate 
· Analyzed company operations to pinpoint opportunities and areas that need to be reorganized, down-sized, or eliminated 
· Conferred with president to coordinate and prioritize planning 
· Studied long-range economic trends and projects company prospects for future growth in overall production and opportunities for acquisitions or expansion into new areas.  

· Re-care Activation Protocol; which has seen an increase in patient flow by since it’s October 2006 implementation. (I will get you the exact increase)

· Took over ALL of payables and cleaned up the books so that they accurately reflected the true value of the practice
· Worker’s Comp Tax protocol

· Tax returns and reports for government regulatory agencies.
· Property Tax protocol
· Year End Tax protocol

In addition to continuing my main core/essential job duties, here is a list of Existing and Future Projects to complete for the remainder of 2007 as Office Manager & VP of Operations:

· Assist in advertising and hiring a new associate/partner

· Advertise and hiring of a new BA and CA

· Interview, oversee and manage the incorporation of new Associate & other potential team members

· Coordination and Implementation of new scheduling protocol and office hours for new associate

· Hiring new team members, implementation and training of new team members on existing protocols (i.e, Business Assistant, Doctor, Clinical Assistant)

· Overseeing smooth transition and functioning of office to maintain consistency on office policies and protocol

· Re-organizing Jennifer’s job description and transitioning/training her in new role. (i.e, billing, insurance send out).

· Update Employee Handbook to reflect new changes

· Assist in the implementation of re-organizing the office to be more esthetically pleasing

· Continue to direct and oversee all financial activities of our LLC including preparation of current financial reports as well as summaries and forecasts for future business growth and general economic outlook
1.
 Directs the preparation of all financial reports, including income statements, balance sheets, reports to shareholders, tax returns, and reports for government regulatory agencies. 
2.                  Oversees accounting departments, budget preparation, and audit functions. Meets regularly with department heads to keep informed and to offer direction. 
3.                  Reviews reports to analyze projections of sales and profit against actual figures, budgeted expenses against final totals, and suggests methods of improving the planning process as appropriate. 
4.                  Analyzes company operations to pinpoint opportunities and areas that need to be reorganized, down-sized, or eliminated. 
5.                  Confers with president, vice president of sales, vice president of manufacturing, and division leaders to coordinate and prioritize planning. 
6.                  Studies long-range economic trends and projects company prospects for future growth in overall sales and market share, opportunities for acquisitions or expansion into new product areas.  Estimates requirements for capital, land, buildings, and an increase in the work force. 
7.                  Supervises investment of funds; works with banks and/or investment bankers to raise additional capital as required for expansion. 
QUALIFICATIONS: 
1.                  Master's degree in business administration, accounting, or finance. 
2.                  C.P.A. designation preferred. 
3.                  Knowledge of database and accounting computer application systems to supply the most accurate financial information. 
4.                  Eight to ten years of experience in financial management with increasing responsibilities for multi-faceted direction and planning. 
5.                  Excellent verbal and written communication skills. 
6.                  Excellent analytical and organizational skills. 
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