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JOB DESCRIPTION
	I.         Position Title:
	Controller
	Full Time


II. Position Summary:  This hands-on position is responsible for the accounting operations of the Agency to include: production of periodic financial reports, maintenance of an adequate system of accounting records, and a comprehensive set of controls designed to mitigate risk, enhancement of the accuracy of the Agency’s reported financial results, and ensure the reported results comply with generally accepted accounting principles. 
III.  
Qualifications:


A.  
Education:
BS in Accounting, CPA or MBA, preferred 

B.  
Experience:
5-7 years of non-profit accounting experience required. A-133 audit experience, preferred.  Minimum of 3-5 years supervisory experience, required. Working knowledge of Medicaid/Medicare billing, preferred. FP&A a plus.  

C.  
Other
Experience working with accounting software, possess advanced Excel skills.  Organize, prioritize and delegate tasks, and meet deadlines while handling multiple projects simultaneously. Excellent interpersonal skills. Manage projects and functions, prepare reports, make decisions, solve problems, and maintain strong internal controls. Must be willing to work a flexible schedule.
	IV.  Responsibilities:  
	


A. Responsible for oversight of day-to-day operations of Accounting Department
B. Supervise five to seven accounting staff
C. Oversee the following areas:

· A/P, A/R, Payroll
· Billing – grants, Medicare, Medicaid, commercial insurance, and self-pay
· Reconciliation of general ledger accounts to subsidiary records on a monthly basis

· Grants – budgeting, spending, statistical tracking, reporting, etc.  
· Tax filings

D. Review and/or post journal entries and subsidiary ledger transactions, including A/P, A/R, contributions revenue, and Payroll
E. Coordinate month-end closing process; including revenue recognition based on budget guidelines and restrictions imposed by donors and funding organizations

F. Coordinate the appropriate allocations of staff time, facilities and other allocated costs

G. Prepare monthly financial statements including variance analysis; make recommendations for resolution of ongoing issues
H. Review payroll, 401(k) and HSA transactions

I. Monitor cash flow; ensure daily bank activities are completed; including transmission of positive pay files, bank transfers, and stop payments
J. Monitor spending level for grant funding to ensure maximum use of funds and ensure that funding levels are not exceeded
K. Coordinate the following in partnership with CFO:

· Annual audit and schedule preparation
· Annual 990 and 990T tax returns

· Annual agency budget

· Quarterly financial reviews

L. Coordinate with HR other annual audits, such as 401(k), Worker’s Compensation and Unemployment

M. Administer accounting software and coordinate its interface with other JFS databases. Oversee annual filing of 1099s
N. Serve as a resource for managers and other staff concerning accounting and finance issues
O. Ensure that internal controls are in place and followed

P. Make presentations at Board committee meetings and attend other meetings as requested
Q. Other duties as assigned
