™ OACHC

L,‘ Job Description Form

JOB TITLE: Office/Fiscal Coordinator

POSITION #:411.0

Reports to Job ... ]
Title: Chief Financial Officer Position #: 400.0
Tvpe of position: Hours / week
L1 Full-time Exempt
Part-time []| Nonexempt
Intern

General Description

Responsible for providing accounting support to the CEO, CFO, COO, Accounting Manager and
other staff as needed.

Duties and Responsibilities

e Normal place of work is within OACHC office but telework may be permitted in accordance with OACHC written policy.
e Other duties as assigned.

1. Office Support (70%)

- Answer and appropriately direct telephone calls.

- Sort, open and distribute incoming mail and news clippings services as appropriate.

- Maintain an OACHC staff calendar.

- Point person for office IT support working with third party IT vendor to include tech support
requests, new equipment purchases, set up/termination of staff email accounts and other issues as
needed.

- Ensure office equipment is maintained in working order.

- Point person for training room activities including facilitating meals and ensuring clean up.

- Order, stock, and keep track of office, kitchen and training room supplies.

- Assist staff with meetings and operate Zoom and Teams platforms as needed.

- Assist accounting staff with reconciliation of credit card receipts, maintaining check logs, mailing of
accounts payables and filings.

- Assist in maintaining contacts in the association management software system.

- Assist staff with conference/training registrations and travel arrangements as requested.

- Assist staff with generating, assembling and disseminating letters, marketing materials and other
documents as needed.

2. Facilities Management (20%)

- Point person for facilities management service providers including cleaning, landscaping,
maintenance, tenants and security services.

- Point person for OACHC company car maintenance.

3. Meeting and Conference Logistics (10%)
- Assist OACHC staff to assure conferences and trainings are executed appropriately.
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Qualifications and Requirements

e Those hired after January 1, 2022, must provide proof of completed immunization for COVID-1 or documentation of a
sincerely held religious conviction preventing vaccination and/or documentation of a CDC acceptable medical reason
preventing vaccination

e Driver’s license

Required Experience:

- Associate’s degree or equivalency required.

- Experience providing support for a medium sized office.

- Experience providing logistical support for meetings and conferences.

- Communicate effectively in both oral and written forms.

- Excellent time management skills and ability to multi-task and prioritize.

- Must be versatile, flexible, self-motivated, and a team player.

- Competent in using the entire suite of Microsoft Office products and Internet tools.

Competencies required: Must be well-organized and have excellent organizational skills; must be able to
communicate with diverse audiences in written and verbal form; must be technologically competent, a
self-starter and have demonstrable office management skills.

Technology Requirements: Must be able to demonstrate competencies with Microsoft Office products,
specifically Excel, Word, Access and PowerPoint; must be familiar with use of fax machines, printers,
copiers, 10 key calculator, and other related office equipment; must be able to set up and use audiovisual
equipment needed for any training program with minimal direction and training

Language Development: Ability to report, write, or edit information.

Other Skills and Abilities

e Must be able to present a professional business image to persons who have diverse interests and ideas.

e Must be able to travel and attend meetings as required including occasional overnight stays and out-of-state meetings
and presentations.

e Must be able to work long days and travel by automobile and/or airplane to multiple locations in and outside of Ohio,
visiting health center sites and business partners, etc.

e Must have and maintain a valid Ohio driver’s license.

e Must be able to use own automobile when/if needed and have all liability and automobile insurance as required by law.

e Must be able to be insured to use OACHC company automobile.

e Must be able to work independently and demonstrate initiative.

The above statements are intended to describe the general nature and level of work being performed in this job. The statements
are not an exhaustive list of all responsibilities, duties, and skills required of personnel in this position. This job description
may be changed, and additional duties may be added or assigned from time to time. The above description does not affect or
diminish the at-will status of the employment relationship between OACHC and its employees.

OACHC strives for diversity and equitable hiring and promotion of all employees and provides cultural and diversity training to
all employees. OACHC is committed to supporting the declaration of racism as a public health crisis and enacting efforts to
mitigate racism and increase cultural competency at OACHC and our health center membership.

This is a grant-funded position, FLSA-exempt position.
OACHC IS AN EQUAL OPPORTUNITY EMPLOYER.

Reviewed by: Title: Date:

Approved by: Title: Date:
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