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ARCATA ECONOMIC DEVELOPMENT CORPORATION

JOB DESCRIPTION

Position: 


Controller 

Reports to: 

Executive Director

Hours Per Week: 
This is a full time, salaried, exempt position

Salary Range:

$50,000 to $55,000 per annum

SEND RESUME AND COVER LETTER TO: 100 Ericson Ct., Ste. 100A, Arcata, CA  95521; or email ross@aedc1.org. SUBMIT RESUME BY: 5 p.m. Aug. 30th
Summary:

The Controller is responsible for management of AEDC financial and administrative functions. The position is responsible for establishing and maintaining financial systems, policies and procedures, and for overseeing all financial compliance requirements. The Controller helps plan, monitor and prepare AEDC’s operating budget, as well as short and long-term capital budgets, cash flow requirements, financial projections, and periodic financial reports, as outlined in AEDC finance policy and procedure manual.

The Controller is also responsible for establishing and maintaining general administrative systems, facility operations, and corporate insurance requirements and for personnel administration.

This position supports the Audit Committee by providing timely information and assistance to the auditor in the performance of the annual audit.

DESIRED KNOWLEDGE, SKILLS, AND ABILITIES:

· Formal training in accounting and strong understanding of generally accepted accounting principles. 

· Understanding of principles and procedures for non-profit/fund accounting.

· Understanding of commercial lending, and requirements for tracking of loan portfolios.

· Understanding of budget preparation and implementation.

· Understanding of cash flow planning, especially for non-profits.

· Ability to interpret and apply laws, regulations, policies and procedures.

· Ability to prepare detailed program and activity reports to grant agencies. 

· Ability to exercise sound judgment within the constraints of general policy guidelines.

· Ability to establish and maintain relationships with a wide range of government officials and professional staff.

· Strong oral and written communication skills.

· Ability to operate a variety of computer programs.

· Ability to supervise and coordinate staff.

required experience and education:

· A degree in accounting or business administration, or a comparable regime of education and experience in financial management and accounting oversight.

· A minimum of five years financial management experience in non-profit finance and administration, or comparable business experience, including staff supervision.

· A minimum of two years experience in the preparation of departmental/programmatic budgets, as well as overall organization budget.

Job duties: 

Financial Management

· Manage internal accounting and financial control systems.

· Maintain A/P, G/L and Payroll Ledgers, and Fund Accounts.

· Review and monitor cash flow requirements, as well as prepare cash flow projections.

· Work with the Executive Director and staff to develop and maintain effective annual operating budgets. 

· Oversee the annual audit process and review and comment on auditor recommendations.

Compliance Management

· Work with the Executive Director and staff to develop and maintain program compliance documentation and reporting systems.
· Design and prepare periodic compliance reports required for funding, contracting or regulatory agencies.

· Develop and maintain an effective electronic and paper filing system for financial and corporate records that complies with program and audit requirements.

other duties:

· Work with the Executive Director and staff to analyze staffing requirements and develop job descriptions, and to develop and maintain effective hiring, training, evaluation and compensation programs.

· Oversee facility operations.

· Supervise the Bookkeeper/Administrative Assistant.

· Report regularly to the Executive Director.

· Provide staff support to the Board Treasurer, the Finance Committee, and other committees as requested.

· Attend Board and committee meetings; and other related events, as requested.

· Attend outside conferences and training events.

· Perform all other duties as assigned by the Executive Director.
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