
 

All people share a powerful need for the basic necessities of a good life and a place that understands that good health starts with a caring 
touch and a kind word. Since 1971, the Community Health Centers of Burlington (CHCB) has provided access to high quality health care 
regardless of financial status or life circumstance. We strive to improve the health of all within the communities we serve in an 
environment that conveys respect, offers support, and encourages people to be actively involved in their own health care. Our positive, 
mission-minded staff make CHCB a great place to work! 
 
CHCB is an innovative Federally Qualified Health Center with eight sites throughout Chittenden County and southern Grand Isle County. 
We are an Equal Opportunity Employer and are especially interested in candidates who can contribute to the diversity and excellence of 
the organization. We offer a generous benefits package to eligible employees and a competitive minimum hourly wage for entry-level 
positions. 

 
 
 

 
 

DIRECTOR OF ACCOUNTING 
Job Requisition #20-0113         Hours Per Week: 40 
Location: Riverside Health Center        Status: FT (1.0 FTE) 
Application Deadline: Until Filled        Benefit Eligible: Yes 

 
 

Essential Duties 
Responsible for ensuring the integrity of accounting data and for the daily accounting operations including, but not limited to, 
general ledger, payroll processing, accounts payable and cash accounts.  In addition to the fundamental financial responsibil ities, 
this position is responsible for staff management, leadership, and team development. 
 

Departmental Management Responsibilities 
1. Supervises the work of accounting staff to ensure adherence to quality standards, deadlines, and proper procedures. 
2. Reviews all general ledger account balance reconciliations to supporting documentation including cash, accounts receivable, 

prepaid expenses, payroll, property and equipment, accounts payable, accrued expenses, long-term debt, deferred 
revenues, and other selected revenue and expense accounts, adjusting and standard entries, etc.  

3. Prepares monthly financial statements and monthly statistical data.  
4. Responsible for implementing and maintaining a system of internal controls that will ensure company assets are adequately 

safeguarded and that all financial reporting is prepared in compliance with all financial policies & US GAAP. 
5. Assists with preparation of documentation and data for grant proposals, budget preparation, Board and Board Committee 

meetings, UDS reports and costs reports; working with IS to ensure optimal use of software.  
6. Prepares data for annual external financial audit and works with auditors in preparation for audited financial statements.   
7. Tracks and maintains subsidiary ledgers of grant awards to ensure appropriate grant expenditures.  
8. Prepares financial reports to funding agencies.  
9. Participates in development of relevant financial policies and procedures.  
10. Investigate both internal and external service complaints relating to functional area and work to ensure satisfactory 

resolution.   
  
Budgetary and Reporting Responsibilities 
1. Provides input into CHCB budget process, and operates department within established budget.  
2. Responsible for reporting of data/statistics as needed and/or requested by Management Team.  Makes recommendations 

based on findings. 
3. Responsible for conducting department audits as needed and/or requested by Management Team.  Makes 

recommendations based on findings. 
4. Conducts grant reporting, and performs grant responsibilities as needed. 
 

Basic Qualifications 

1. College degree in Accounting / Finance.  
2. Minimum of five years’ experience in Accounting, health care setting strongly preferred 

 
Knowledge, Skills and Ability 

1. Knowledge of accounting principles and practices. 
2. Ability to analyze, evaluate and reconcile financial data and report results with extensive accuracy. 
3. Strong mathematic and analytical skills. 
4. Knowledge of business & management principles involved in planning, resource allocation & coordination of resources. 

5. Ability to work collaboratively across departmental functions. 
6. Demonstrated ability to form, lead and develop high-performing teams. 
7. Ability to quickly identify problems and implement solutions. 
8. Ability to navigate and reprioritize tasks and goals to meet established deadlines.  
9. Ability to think critically and approach challenges with alternative solutions to achieve both team and 

organizational success. 
10. Strong written and verbal communications skills.  

 
To apply for this position, please send a resume and cover letter to: HR@CHCB.org 

The Human Resources Department will contact applicants who have been chosen to continue through the applicant selection process. 
Learn More! See our Website at www.chcb.org/careers/positions-available 
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