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FLSA: Exempt
Class: Manager
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ASSISTANT CONTROLLER
DEFINITION

Under the direction of the Chief Financial Officer or Controller, oversees the operational elements of the accounting and finance functions. Daily management and supervision staff responsible for revenue management including medical billing and claims and accounts receivable; program cost reimbursement accounting including residential/housing/school and community-based services, general accounting and financial systems integrity, accounts payable, payroll, auditing and financial reporting, and staff providing support to Fred Finch Youth and Family Services, Inc./CARES (FF) accounting function. This role ensures accurate and timely preparation of financial records and smooth operations across the accounting department.

SUPERVISION RECEIVED AND EXERCISED

Receives direction and guidance from the Controller. Exercises direct supervision over up to five staff.

CLASS CHARACTERISTICS

This full managerial-level class is responsible for overseeing FF’s accounting operations by exercising independent judgment on diverse and specialized accounting with accountability and ongoing decision-making responsibilities associated with the work. The position is responsible for planning, organizing, supervising, reviewing, and evaluating the work of professional accountants, analysts, and clerical staff. Also, the position is responsible for organizing and overseeing select aspects of day-to-day accounting processing, financial and compliance reporting, financial systems integrity, and recordkeeping. Providing support and backup to the Chief Financial Officer and/or the Controller in a variety of areas, including temporary management of other accounting staff, as necessary. Performance of the work requires the use of independence, initiative, and discretion within established guidelines and scope of practice in a HIPAA-compliant environment.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)
Management may add, modify, change, or rescind the work assignments of different positions and to make reasonable accommodation so that qualified employees can perform the essential functions of the job.

· Manages a team of up to seven (7) people while supporting the Chief Financial Officer and/or Controller and their staff, as needed. 
· [bookmark: _Hlk512094163]Participates in the development and implementation of goals, objectives, policies, and priorities for the accounting operations by finding efficiencies, coaching, and training staff.
· Monitors and reconciles general ledger accounts, balance sheets, bank statements, and intercompany transactions; assists in the preparation of financial statements and reports.
· Reviews and approves journal entries, expense reports, and other financial documents; ensures accuracy and completeness of financial records and systems, including accounts payable, accounts receivable, and payroll.
· Supports the controller by assisting with the month-end and year-end closing processes, including directing staff, preparing adjusting entries, and reconciling accounts.
· Coordinates with management and auditors during various audit/tax return process to provide financial documentation, ledgers, and reports. 
· Collaborate with other departments to support financial planning and decision-making.
· Performs additional duties as required.

QUALIFICATIONS

Knowledge of:
· Principles and techniques for collaborating with staff and groups to foster effective team interaction.
· Accounting, auditing, financial analysis and reporting, and budget principles and procedures.
· Principles and practices of assembling, reconciling, and preparing financial statements and reports. 
· Methods and techniques of reconciling and balancing financial ledgers, statements, and transactions across multiple financial and payroll systems.
· Principles of audit and quality control for financial documentation.
· Applicable federal, state, and local laws, codes, and regulations as well as industry standards and best practices pertinent to the assigned area of responsibility, including the Health Insurance Portability and Accountability Act (HIPAA), Generally Accepted Accounting Principles (GAAP), and financial Accounting Standards Board (FASB).
· Modern equipment and communication tools used for business functions, and programs, projects, and task coordination, including computers and software programs relevant to work performed.
· Extremely strong Excel skills that allow for analysis, report building, and reconciliation.

Ability to:
· Expert ability in managing details while keeping the big picture constantly in mind.
· Experience working with and managing teams with diverse skill sets and backgrounds.
· Research, analyze, and evaluate new service delivery methods, procedures, and techniques.
· Conduct research projects on a wide variety of accounting, financial, and budgetary issues.
· Evaluate and prepare recommendations for changes to policies and procedures. 
· Research, interpret, summarize, and clearly present financial and programmatic information and data. 
· Independently work, set priorities, meet critical deadlines, and follow-up on assignments.
· In English, communicate clearly and concisely, both orally and in writing
· Establish and maintain positive and effective working relationships with all employees, other agencies, and authorities.

Education and Experience:

Education:

· B.A. Degree in accounting, finance, business administration, or economics from an accredited college or university preferred.

Experience:

· Five (5) years’ experience in role supervising and/or overseeing accounting operations, preferably in a nonprofit or public entity.
· 
· Two (2) years of direct management experience. 

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment; vision to read printed materials and a computer screen; and hearing and speech to communicate in person and over the telephone. This is primarily a sedentary office classification although standing in work areas and walking between work areas may be required. Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard or calculator and to operate standard office equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and file information. Employees must possess the ability to lift, carry, push, and pull materials and objects up to 10 pounds.

ENVIRONMENTAL CONDITIONS

Employees work in an office environment with moderate noise levels, controlled temperature conditions, and no direct exposure to hazardous physical substances.


I have read and understand the duties and responsibilities of my position as an Assistant Controller. I understand that this job description should in no way be construed as a contract for employment but rather it is intended to indicate the general nature and level of work to be performed. Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to or from this job at any time. It is not designed to contain nor be interpreted as a comprehensive account of all the responsibilities and/or qualifications required of an employee assigned to this job. These job duties may be subject to change at any time due to reasonable accommodation or other reasons. Further, I understand that if I have any physical limitations or require any accommodation to perform the essential functions of my job, I must immediately inform my manager and/or Human Resources.

Signed: ___________________________________ Date: ____________________________
 
Print Name:  _______________________________


Assistant Controller                                                                                                                        Initial:  ___________
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