
 
 
 

Community Mental Health Partnership of Southeast Michigan 
Job Description 

 
 
 
 
  Job Title:  Finance Analyst 
 

Supervision Received: Chief Finance Officer 
 

Tier:    1                                                              Salary Range: 18.15-25.50/hour 
 

FLSA Exempt Status: Non-Exempt                                        Position Status:  Part-time 
 

Last Review/Approval:  10/8/2021 
 

Job Summary 
Under the general supervision of the Chief Financial Officer, the Finance Analyst performs a variety of functions in the 

finance and provider management areas. Responsibilities fall into two areas: 

• Provider and Consumer Support: processing claims, Medicaid Service Verification, tracking and analyzing 

provider financials, quarterly EOBs, process EHR and paper claims 

• Finance and Accounting: include inputting payables, issuing payments, posting cash receipts and day-to-day 

finance, recordkeeping for associated organizations and running and analyzing provider payment audit files 

Responsible for carrying out all activities of the department in such a manner that fulfills CMHPSM mission, policies 

and procedures. 
 

Essential Duties and Responsibilities 

• Quarterly Mailings on EOBs 

• Quarterly updates to the Medicaid Services Verification Report 

• Maintenance and follow up on annual provider financial monitoring information 

• Initial review of provider financial information 

• Monthly report on claims made 

• Maintenance of monthly Opioid Health Home and Certified Community Behavioral Health Clinic consumer and 

payment logs 

• Ability to provide backup to the finance department when other members are ill or on PTO 

• Reconcile and monitor a variety of general ledger and provider records 

• Process paper claims 

• Monthly affiliate reports 

• Special projects as requested 

 
Other Duties and Responsibilities 

• Other Duties as requested, directed, or assigned 

 
Education and Experience Requirements 

• Associates Degree or equivalent from a two-year college or technical school preferred 

• 1-3 years accounts payables or analytical work 

• Or any equivalent combination of education, experience, and training that provides the required knowledge, 

skills, and abilities. 

 
 



Competencies Required  

• Knowledge of general accounting principles, regulatory standards, and compliance requirements 

• General math skills 

• Proficiency in MS Office, including the ability to operate computerized accounting and spreadsheet programs 

• High degree of accuracy, attention to detail and confidentiality 

• Excellent data entry skills 

• Excellent analytical, problem solving and decision-making skills 

• Effective verbal, listening and written communication skills 

• Demonstrates a sense of urgency and ability to meet deadlines 

• Ability to work independently, and collaborate as part of a team 

• Ability to organize, prioritize and plan work activities and projects to meet deadlines 

• Ability to make timely decisions using sound and accurate judgment 

• Ability to adapt quickly to changing demands and manage changes for others 

• Ability to effectively work on multiple projects at one time 

• Knowledge of ethical principles and ability to apply them 

• Ability to work with a diverse group of people 

• Skill in assessing the value, importance or quality of things and people 

 
Physical Demands and Work Environment 
 
The physical demands and work environment described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to stand; sit; move about the facility; use 
hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; talk or hear. The employee must 
occasionally lift and/or move up to 10 pounds. Specific vision abilities required by the job include close vision, distance 
vision, color vision and the ability to adjust focus. 
 
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or 
responsibilities that are required of the employee for this job.  Duties, responsibilities and activities may change at any 
time with or without notice. 
 
This document does not create an employment contract, implied or otherwise, other than an "at will" relationship. 
 
This job description has been approved by: 
 
Chief Executive Officer _____________________________  Updated December 1, 2016 
 
Position authorized by CMHPSM Regional Board    Date: December 14, 2016 
 
 
Employee signature below constitutes employee’s understanding of the requirements, essential functions, and duties of 
the position. 
 
Employee _____________________________   Date ______________________ 


