EASTERN OKLAHOMA MEDICAL CENTER 

Position Description

POSITION:  Comptroller                  



DATE:  02/2021
DEPARTMENT:  Administration 


________________________________________________________________________________

Position Summary:
Primary responsibility is to prepare, review, and analyze financial reports for our company. Monitor daily transactions and recommend ways to improve financial health. 
Position Accountabilities:
1. Organize and update financial records as needed (digital and physical)

2. Analyze transactions and prepare reports.

3. Perform regular, detailed audits to ensure accuracy in financial documents, expenditures, and investments.

4. Forecast revenue and analyze profit margins.

5. Oversee ledger reconciliation.

6. Participate in budgeting processes.

7. Brief administration regularly on the company’s financial status

8. Monitor bookkeeping activities regularly.

9. Keep company financial information confidential.

10. Establish accounting policies and procedures.

11. Stay informed on industry developments and changes in regulations.
12. Any other duties as assigned. 
POSITION QUALIFICATIONS: 
	Minimum Education
	Bachelor of Science Degree in accounting, finance or related discipline is required.  

	Experience:
	Proven work experience as an Accountant in a Healthcare Setting

	Required Courses/Training 
	Accounting/Finance

	Skills
	Thorough knowledge of accounting and financial procedures in hospital operations
Understanding of Generally Accepted Accounting Principles (GAAP)

Experience with accounting software

Advance MS Excel knowledge

Excellent analytical skills with an attention to detail.

Integrity, with an ability to handle confidential information.


	Physical Demands 
	Moderate to prolonged standing, walking, sitting. Moderate to prolonged reading, or computer work.

	Working Conditions:
	Professional office environment.


Health Care Professional Acknowledgement:
I have reviewed my job description and agree to perform all duties mentioned to the best of my ability. I understand my job duties may change as the needs of the department change. I further agree to notify my immediate supervisor, if I am unable to complete any of my job duties in a timely manner.
The employee is expected to adhere to all agency policies and to act as a role model in adherence to agency policies.

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an exhaustive list of all responsibilities.

I have read, understood and had the opportunity to ask questions regarding this position description.

___________       ______________________                ______________________

Date                     Employee Signature                          Employee Printed Name
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