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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Controller

Sample 1

	Job Title:
	Controller
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Directs financial activities of an organization by performing the following duties personally or through subordinate supervisors.  

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

1. Establishes, or recommends to management, major corporate economic strategies, objectives, and policies for company.

2. Recommends modifications to existing corporate programs.

3. Prepares reports which summarize and forecast company business activity and financial position in areas of income, expenses, and earnings based on past, present, and expected operations.

4. Directs preparation of budgets, reviews budget proposals, and prepares necessary supporting documentation and justification.

5. Advises management about insurance coverage for protection against property losses and potential liabilities.

6. Provides management with timely reviews of organization's financial status and progress in its various programs and activities.

7. Directs determination of depreciation rates to apply to capital assets.

8. Advises management on desirable operational adjustments due to tax code revisions.

9. Arranges for audits of company's accounts.

10. Prepares reports required by regulatory agencies.

11. Establishes relations with banks and other financial institutions

Supervisory Responsibilities                   




Directly supervises eight employees. Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Competencies                   




To perform the job successfully, an individual should demonstrate the following competencies :

Analytical - Synthesizes complex or diverse information; Collects and researches data; Uses intuition and experience to complement data; Designs work flows and procedures.

Project Management - Develops project plans; Coordinates projects; Communicates changes and progress; Completes projects on time and budget; Manages project team activities.

Qualifications To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience                   




Master's degree (M. A.) or equivalent; or four to ten years related experience and/or training; or equivalent combination of education and experience.

Language Skills                   




Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

Mathematical Skills                   




Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

Reasoning Ability                   




Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Computer Skills                   




To perform this job successfully, an individual should have knowledge of Accounting software; Database software and Project Management software.

Physical Demands The physical demands 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.

Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.

Work Environment The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


Sample 2
	Job Title:
	Controller
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

The Controller contributes to the organization’s mission by overseeing all accounting and financial operations of the organization.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

12. Management

· Overall supervision and oversight of the financial operations including the production of periodic financial reports, maintenance of an adequate system of accounting records, and a comprehensive set of controls and segregation of duties designed to mitigate risk, enhance the accuracy of the organization’s financial results, and ensure that financial reports comply with generally accepted accounting principles.

· Supervising the Accounting Specialist, monitoring her workload, efficiency and accuracy; provide direction and training as required to maximize her abilities.
· Overseeing the Coordinator as regards accounts receivable and accounts payable duties. 

· Overseeing all bank account balances to ensure that balances are under the FDIC limit when possible; recommend new bank accounts when necessary to limit financial risk.
· Overseeing permanently restricted endowments and related investments.
· Overseeing unrestricted investments.
· Overseeing all accounts, subsidiary ledgers and reporting system to ensure compliance with appropriate general accepted accounting principles and regulatory requirements.
· Overseeing expenditures of restricted grants to ensure that grant expenditures are in accordance with grant requirements.
· Assisting the Director of Operations and the Senior Director of Services with receivable collection efforts.
· Reconciling organization’s salary expense to budget on a monthly basis.
· Maintaining the chart of accounts. 

13. Transactions

· Ensuring that accounts payable invoices are supported by spending requests as appropriate; are verified, approved, and entered into the accounting software; are charged to the appropriate accounts, class and grants; paid in a timely manner; invoices are marked “paid” and appropriately filed in the accounting files.
· Preparing weekly accounts payable list for review and approval of the CEO.
· Preparing weekly cash position report.
· Reviewing all vendor statements received, determine whether already paid; if not paid, communicate with responsible staff member to determine if original invoice was received, why it was not paid and further actions to be taken.
· Maintaining numerical control of accounts payable checks.
· Preparing weekly accounts receivable aging reports and distribute to the CEO, the Senior Director of Administration, the Senior Director of Company XYZ, and the Director of Operations; requesting explanation and follow up on old receivables.
· Preparing and processing semi-monthly payroll; preparing and entering related journal entries and requests for funds; updating employee payroll records; entering new employees into the payroll system and the time reporting system; updating payroll records and calculating final paycheck for terminated employees.
· Maintaining an orderly accounting filing system.
· Reconciling and making appropriate journal entries for all checking, money market and investment accounts.
· Recording cash receipts, both via check and credit card in accounting software; preparing deposit spreadsheets; verifying reports to actual amount deposited in bank.
· Charging customer credit cards as requested by customers to pay accounts receivable invoices and conference registrations; preparing and sending receipts to customers; recording receipts in accounting software; notifying staff as appropriate of payments received.
· Recording purchase and disposition of fixed assets in fixed asset subsidiary ledger; determining appropriate useful life and depreciation method for fixed assets; calculating and recording monthly depreciation expense; and reconciling fixed asset subsidiary ledger to accounting software.
· Preparing, reconciling and making necessary journal entries in the accounting software on a monthly basis to record all deferred revenue.
· Preparing, reconciling and making necessary journal entries in the accounting software on a monthly basis to record all prepaid expenses and staff travel advances.
· Reconciling paid conference registrations recorded in the accounting software to the paid registrations in the conference software.
· Analyzing use of temporarily restricted net assets on a monthly basis; verifying senior staff usage reports to the accounting records and reconciling any discrepancies; preparing and entering required journal entries; updating individual grant usage reports and temporarily restricted net assets spreadsheets on a monthly basis, reconciling them to the accounting software.

14. Reporting

· Recording all necessary journal entries in accounting software, including monthly and year-end closing entries.
· Reconciling all balance sheet, income and expense accounts on a monthly basis.
· Issuing timely, accurate and complete financial statements on a monthly, quarterly and annual basis, including calculation of variances from budget and prior year, analysis of those variances, and reporting significant variances to management.
· Preparing detailed revenue and expense reports, including comparison of actuals to budget, for Company XYZ on a monthly basis and distribute to the Senior Director of Company XYZ, the Director of Operations, the CEO, the Senior Director of Administration, the Treasurer and the Operations Committee of the Board of Directors.
· Providing additional financial reports and analysis as needed.
· Managing the preparation of the annual budget and periodic forecasts, including entering the budget into the accounting software and preparing budget amounts for payroll and related expenses, occupancy related expenses, contractors, staff development and travel, and other accounts as requested by the Senior Director of Administration or the CEO; preparing budget and actual reports for all individual revenue and expense accounts and distributing to responsible senior staff; assisting senior staff with preparation of budget for their assigned accounts; and preparing and updating forecasts as appropriate.
· Reviewing all staff timecards on a semi-monthly basis, following up on errors or questionable entries and making corrections as needed; reminding all supervisors to review and approve their direct reports’ timecards at the end of each pay period and ensure that all supervisors accomplish this; preparing semi-monthly timecard and departmental reports for the CEO; moving the payroll system to the next pay period.
· Preparing financial reports for grants and grant proposals as requested.
· Reviewing and reconciling all event and cause-related marketing reports from the Senior Director of Marketing to the accounting records.
· Providing additional reports to staff members as requested.
15. Compliance

· Maintaining an adequate system of internal controls and segregation of duties.
· Preparing and maintaining a documented system of accounting policies and procedures.
· Informing and training all staff on accounting policies and procedures as they affect staff’s responsibilities, emphasizing necessity for following policies and procedures.
· Preparing and maintaining needed forms, such as expense reports, spending requests and check requests. 

· Preparing and updating time reporting procedures, and training all staff on time reporting procedures.
· Preparing the financial section of the annual report, including graphs, narrative and schedules.
· Preparing and reconciling all donors to be listed in the annual report.
· Complying with local, state and federal government reporting requirements and tax filings.
16. Audit and Form 990

· Coordinating the timing of the annual audit and serving as liaison to the auditors.
· Preparing all account reconciliations, analyses and documentation requested by the auditors.
· Preparing year-end financial statements, including all footnote disclosures required by generally accepted accounting principles.
· Proofreading and making corrections as needed to the audit report.
· Preparing all work papers and schedules for the Form 990.
· Proofreading and making corrections as needed to the Form 990.
· Providing the audit report and Form 990 to the External Communications Manager for uploading to the organization’s website and to the Director of Individual Giving for use in preparing state solicitation reports.
· Preparing and sending out requests for proposals to auditing/CPA firms on a periodic basis; evaluate proposals; recommend change of auditors as appropriate to the CEO, the Senior Director of Administration and the Operations Committee of the Board of Directors.
17. Other

· Reviewing all vendor contracts and recommend edits to the CEO. 

· Serving as liaison to Treasurer and Operations Committee of the Board of Directors, including participating in Operations Committee meetings, preparing and distributing meeting agendas and pre-reads, taking notes during the meeting, and writing the meeting minutes.
· Informing the Executive Committee of the Board of Directors on financial reporting, budgeting and other financial matters when requested by the CEO.
· Coordinating with the investment advisor to attend quarterly Operations Committee meetings.
· Attending and participating in Board of Directors meetings as requested.
· Actively participating in Senior Advisory Group meetings.

· Seeking unbudgeted revenue opportunities and managing expenses effectively in the areas of assigned supervision.

· Contributing to the achievement of the national office’s strategic plan.
· Working collaboratively with the other national office senior managers to meet the organizational mission.
· Serving as a member of the Senior Advisory Group.
· Recommending an annual budget for the areas of supervision.
· Providing other support as requested by the CEO and the Senior Director of Administration.
Supervisory Responsibilities
Directly supervises eight employees. Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Competencies                   




Analytical - Synthesizes complex or diverse information; Collects and researches data; Uses intuition and experience to complement data; Designs work flows and procedures.

Project Management - Develops project plans; Coordinates projects; Communicates changes and progress; Completes projects on time and budget; Manages project team activities.

Qualifications
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience                   




Master's degree (M. A.) or equivalent; or four to ten years related experience and/or training; or equivalent combination of education and experience.

Physical Demands 
The physical demands 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.

Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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