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BOARD OF DENTAL EXAMINERS OF ALABAMA
2229 Rocky Ridge Road Birmingham, AL 35216
PHONE 205-985-7267

Job Title: Audit and Processes Coordinator
		(NON-MERIT POSITION)
Board Name: Board of Dental Examiners of Alabama
Pay range:	($60,000 - $65,000)

Job Description:

	The Board of Dental Examiners of Alabama is a semi-autonomous agency of the State of Alabama. The Board is comprised of seven members. Six members are licensed dentists, and one member is a licensed dental hygienist. The Board is responsible for the administration and enforcement of the laws and administrative regulations governing the practice of dentistry and dental hygiene in Alabama. The responsibilities of the Board include the examination, licensure, and registration of applicants whom it finds to be qualified to practice dentistry and dental hygiene; efforts to ensure that all licensees are in compliance with the Dental Practice Act (Code of Alabama (1975) § 34-9-1, et seq.) and relevant portions of permanent administrative regulations; the authority to make, amend, and adopt reasonable rules and regulations governing the conduct of dentists, dental hygienists, and other dental auxiliaries; and the obligation to undertake, when appropriate, adjudicatory proceedings and disciplinary action against licensees.

	The Audit and Processes Coordinator is a full-time position reporting to the Executive Director. This “at will” staff member plays a critical support role, auditing each department ensuring daily legal compliance as well as ensuring all processes are documented with references to the DPA and the Board Rules. This staff person will take the previous Sunset Committee audits and will review each finding for correction and accuracy.  The existing policy and procedures of the organization will also be reviewed for compliance, as well as the creation of new ones where processes are not documented, including a review of all processes for the database and the annual audit procedure for the continuing education of licensees.

Primary Responsibilities:
Responsibilities
· Must review the Alabama Dental Practice Act, the Board Rules, and the Alabama Administrative Procedure Act for compliance with current processes.
· Create processes for each department using DPA/Board Rules References on each process to answer questions and provide points of reference. Each finding from the past two Sunset and legal audits will be reviewed and current processes checked for accuracy.
· Plan and conduct audits of all internal departments to evaluate internal controls and compliance with regulations and standards.
· Review operational processes and financial records for efficiency, accuracy, and compliance.
· Identify potential weaknesses, risks, or fraud indicators in business processes and financial records.
· Prepare detailed audit reports summarizing findings and creating documentation that meets regulatory requirements.
· Recommend improvements and corrective actions to senior management to improve profitability or process efficiency.
· Act as a key contact for audit findings and provide support on audit processes. 

Required Skills & Qualifications
· Technical Knowledge: Strong understanding of GAAP (Generally Accepted Accounting Principles) or specific industry regulations (e.g., ISO, IT controls).
· Analytical Skills: High attention to detail to analyze data, identify trends, and pinpoint discrepancies.
· Communication: Strong verbal and written skills to discuss audit issues with management and produce comprehensive reports.
· Objectivity: Ability to remain impartial and ethical under potential pressure. 

Education Requirements.
· Education: Bachelor’s degree in accounting, Finance, Business Administration, or a related field.
· Experience: Prior experience in accounting, internal audit, or quality management systems


To Apply:
	Mail or email a copy of your resume or CV, along with applicable documentation of certifications to:			Dr. Mary Beth Finn
			Human Resources
			Board of Dental Examiners of Alabama
			2229 Rocky Ridge Road
			Birmingham, AL 35216   
			marybeth@dentalboard.org
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