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JOB DESCRIPTION                                                         

FISCAL SPECIALIST I 
Department:	Finance

FLSA Status:		Non-Exempt 
JOB SUMMARY
The Fiscal Specialist I is responsible for providing high-level fiscal and administrative support by processing invoices from various sources (electronic and paper); performing entry-level clerical and accounting tasks; making bank deposits; preparing statistical or simple funding reports; handling information requests; and performing clerical functions such as preparing correspondence, arranging conference calls, and scheduling meetings. Serves as a backup to other Fiscal Specialists. This position reports to the Accounting Manager.


ESSENTIAL JOB FUNCTIONS
· Receives all incoming mail for the Finance Department.
· Reviews all invoices and requests for payment received for completion (appropriate signatures, appropriate approval, backup documentation, etc.)
· Scans, codes, and links all Invoices into Image Now and route appropriately.
· Obtains W-9 information for new providers and set up ID numbers in P-Kids.
· Assists Fiscal Specialists with the processing of invoices, preparing deposits, processing FSFN/CCWIS and PKids batches and writing emergency checks, in their absence. 
· Obtains and compiles corporate card receipts for monthly bill.
· Assists with the monthly distribution of foster board and adoption subsidy checks.
· Assists with responding to provider inquiries. 
· Receives and distributes the incoming correspondence on the department Fax folder and machine.
· Under general supervision, composes and/or types letters, memos, reports, etc. for signature of supervisor, other professional staff as needed.
· Takes and distributes the minutes of various management meetings as needed.
· Provides needed fiscal and administrative support that may include assisting with contract proposals, data compilation, budget preparation, standard reports, etc.
· Provides needed fiscal and administrative support such as filing, maintaining records, copying, answering telephones, opening, and distributing mail, etc.
· Assists with special assignments as needed. 
· Provides Fiscal support for the Finance Department which may include, but is not limited to, taking deposits or other documents to the bank; dropping off mail at the post office or the Department of Children and Families; and pick-up or delivery of documents or checks from the Contracted Fiscal Agent. 
· Assists department staff in all department activities as needed, along with cross training with other Fiscal staff, MasterTrust staff and Accounting Manager.
· Displays understanding of, and sensitivity to, service population’s cultural and socioeconomic characteristics.
· Performs other related job duties as assigned. 

The position may involve acquiring, accessing, using, and safeguarding Protected Health Information according to applicable law and agency Policies and Procedures for Protected Health Information
QUALIFICATIONS
Education and Experience:
Associate’s degree in related field or equivalent; and one (1) to two (2) years of related experience; or an equivalent combination of education and experience. 
Special Qualifications:
Possession of a valid, State of Florida driver’s license to operate the motor vehicle operated; Requirement exists at the time of hire and as a condition of continued employment. 
Knowledge, Skills, and Abilities: 
· Knowledge of Department operations, policies, and procedures.
· Knowledge of modern office standards, policies, and procedures.
· Skill in organization and time management.
· Skill in the use of computers and software applications related to the essential functions of the job.
· Skill in effective communication, both orally and in writing.
· Skill in the use of various types of office equipment (e.g., copier, fax, multi-line telephone system).
· Strong analytical and problem-solving skills. 
· Ability to work with others and set priorities.
· Ability to maintain confidentiality of sensitive data.
· Ability to extract information from a variety of electronic sources and place in proper format.
· Ability to maintain confidentiality of sensitive data.
· Ability to plan, organize, and coordinate work assignments.
· Ability to establish and maintain effective working relationships with other personnel and the public.
· Ability to work independently with minimal supervision.


PHYSICAL DEMANDS
The work is sedentary work which requires exerting up to 10 pounds of force occasionally and/or negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body. Additionally, the following physical abilities are required: 

· Sitting/Standing: Particularly for sustained periods of time.
· Manipulating: Picking, pinching, typing, or otherwise working, primarily with fingers rather than with the whole hand as in handling.
· Walking: Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site to another.
· Kneeling: Bending legs at knee to come to a rest on knee or knees.
· Stooping: Bending body downward and forward by bending spine at the waist. Occurs to a considerable degree and requires full motion of the lower extremities and back muscles.
· Reaching: Extending hand(s) and arm(s) in any direction.
WORK ENVIRONMENT
[bookmark: _Hlk123730690][bookmark: _Hlk171597902]Work is performed primarily in a safe and secure office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets, and printers. Work may require occasional same day travel. This position may require infrequent overnight or weekend and night travel.

[bookmark: _Hlk123730130]EEO STATEMENT
Partnership for Strong Families is an Equal Opportunity/Drug Free Workplace and does not tolerate discrimination or violence in the workplace. Applicants requiring a reasonable accommodation as defined by the Americans with Disabilities Act, must notify the Human Resource Department at 1-352-244-1500 x 4204. Notification to the Human Resource office must be made in advance to allow sufficient time to provide the accommodation. 

DRUG-FREE WORKPLACE
Partnership for Strong Families maintains and enforces a Drug-Free Workplace program. New employees are required to be drug tested prior to employment. In appropriate circumstances, current employees may also be required to submit to drug and/or alcohol testing. Information on the Drug-Free Workplace Policy is contained in the Employee Handbook and set forth in the Drug-Free Workplace Policy, both of which are available through the organization’s inter/intranet.

[bookmark: _Hlk171596608]









Signature Block:

By signing below, I agree and understand that I must satisfactorily perform each responsibility set forth to continue my employment with PSF.



_____________________________		______________________________
Employee Name (Print)			Supervisor’s Name (Print)


_____________________________		______________________________
Employee Signature				Supervisor’s Signature


____________					_____________
Date						Date
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