
JOB DESCRIPTION

POSITION TITLE:

Controller




REPORTS TO:

Vice President & Treasurer

PRIMARY FUNCTION:
Responsible for business operations, accounting processes, internal reports, and controls necessary to assure compliance with outside agencies.  Responsible for the preparation of financial statements and tax returns. 

AREAS OF RESPONSIBILITY:

1. The controller is responsible for monitoring and enabling business office, payroll, student accounts and accounts payable personnel to work as a team to efficiently handle the day-to-day operations, accounting, and internal reporting.

2. Responsible for coordinating the year-end audit and the preparation of work papers and the financial statements of the college---and the resulting annual corporate tax returns.

3. Responsible for the monthly review of reconciliations and financial reports
4. Responsible for the review and upgrade of the financial processes to equal or exceed industry best practices.

5. Responsible for overseeing internal controls necessary to make sure business operations are in compliance with our strategic plan, outside regulatory bodies (IRS, AICPA, GOV, etc.,) and values in the work place.

6. Establish essential process backup/support for key financial processes.

SUPERVISORY RESPONSIBILITIES: 
Budget and Fixed Asset Accountant, Accounting Specialist, Payroll Manager, Payroll Assistant, Student Account Manager, Student Account Assistant, Accounts Payable staff (2), Cash Associate, Purchase Card Coordinator.

CONTACTS:
Auditors, IRS, Associate Deans, Department chairs and outside business partners

EDUCATION: 
Essential:

BS in accounting 


Desirable:      
CPA



EXPERIENCE:        Essential:        
3-5 years with a college or other tax exempt organization accounting.


Desirable:       
5 years plus supervisory experience

KNOWLEDGE, SKILLS, ABILITIES:

· Experience preparing financial statements and tax returns.

· Proficient user of the Microsoft Office suite. 

· Experience with Lawson preferred.

· Ability to create a team environment.

· Effective managerial, supervisory and interpersonal skill.

· Effective oral and written communications skills

PHYSICAL DEMANDS:
N/A
WORKING ENVIRONMENT:

Normal office environment 

WORK SCHEDULE:
FTE: 1.0


Term: Full Year


Shift: Campus office hours

APPROVAL:                                                 Alan Norton

DATE:




February 2009
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