Nonprofit Research and Education Corporation (NPC)

Employee Name:


Job Title:

Controller

VA Service:

NPC/Research

PI:


Executive Director

Reports to:

Executive Director

FLSA Status:

Exempt

SUMMARY

Applies principles of accounting to prepare and analyze financial information by performing the following:  hands-on supervision of accounting staff; daily operation of computerized fund accounting general ledger, which includes all standard accounting functions and preparation of monthly financial statements.  Oversees the day-to-day operations of the Accounting Department of the organization in accordance with the Executive Director’s purpose and goals through effective and efficient management of all available resources.  Responsible for planning and carrying out policies relating to all phases of accounting activities by performing the following duties personally or through subordinates:

ESSENTIAL DUTIES AND RESPONSIBILTIES includes any combination of the following.  Other duties may be assigned.

Responsible for the association’s financial operations, including all accounting functions in a stand-alone computerized general ledger.  Develop and monitor approximately $6 million annual budget.

Maintain general ledgers for 200+ accounts in compliance with OMB A-110/A-133 guidelines.

Produce month-end financial reports for each fund and distribute to Principal Investigators.  Maintain procedures to properly allocate costs to NPC investigator’s accounts
Interact with Executive Director to identify financial problems and recommend solutions.

Responsible for monitoring and analyzing all association account overdrafts.  Assure necessary corrective action is implemented.

Develop reports for internal and external use as requested by Executive Director or as required according to NPC rules and regulations.

Maintain internal control procedures for successful completion of annual audit.  Coordinate annual financial audit and serve as agency contact to external auditors.

Ensure audit and 990 are completed in adequate time to comply with Department of Veterans’ Affairs June 1 annual report deadline.

Maintain adequate systems for tracking and securing all assets, including physical control and regular inventory of all equipment.
Assign duties and responsibilities among administrative staff so that, to the extent practical and cost-effective, there is segregation of duties per the Internal Control Policy.

Maintain a high level of knowledge regarding policies and regulations from granting agencies as they pertain to disbursements.  Keep informed of agency rules and regulations and related NPC policy and procedures. Assist other senior staff in ensuring that faculty and other appropriate staff are informed of changes in agency rules and regulations and related NPC procedures and policy when they occur.

Interact with vendors, consultants, internal staff and management to communicate policies and procedures relating to the disbursement of funds.

Compile financial information to prepare entries to accounts, such as general ledger accounts, documenting business transactions.

Analyze financial transactions for variances, exceptions and consistency with association policies.

Audit contracts, orders, and vouchers, and prepare reports to substantiate individual transactions prior to settlement.

Establish, modify, document, and coordinate implementation of accounting and accounting control procedures.

Devise and implement system for general accounting.

Maintain policies and procedures defining authority to invest and transfer cash and investment funds
Reconcile bank and other financial statements.

Accounts Payable Functions:

Responsible for the prompt and accurate payment of invoices for vendors, consultants, and employees.  Review and reconcile data from expense report system to the general ledger.  Review, audit, batch, and enter vouchers into accounts payable system.  Collaborate with Purchasing to resolve questions relating to open orders, purchase orders, orders received, orders not received, packing slips received and all other items relating to preparing an invoice for payment.

Payroll Functions:

Ensure that employees are paid on time and that paychecks are accurate.  Keep records of hired employee characteristics for governmental reporting purposes.  Record changes affecting net wages such as exemptions, insurance coverage, and deductions for each employee to update master payroll records.

Screen timecards for calculating, coding, or other errors.  Contact the employee or the employee’s supervisor to resolve the problem. Compile payroll data from timesheets and other records; prepare wages computed and correct errors to ensure accuracy of payroll; finalize, process, and responsible for distribution of paychecks/stubs. Research and correct errors; issue and record adjustments to pay because of previous errors or retroactive increases. Keep records of leave pay and nontaxable wages.  Keep abreast of changes in federal and state tax and deduction laws so as to be aware of most recent revisions.

Purchasing Functions:

Maintain procedures for purchasing system.  Enforce document requirements relating to purchasing.  Evaluate and develop improved techniques for purchasing and expediting.  Input and maintain computerized material acquisitions to include complete purchase orders.  Ensure that correct codes are used for retrieving and inputting information.  Maintain effective communication with user departments and vendors.  Acquire and maintain a high level of knowledge regarding NPC purchasing policies and regulations.  Verify VA research or education committee approval and granting agency’s approval/authorization with NPC Contract and Grants Department prior to purchasing goods and services.  Responsible for inputting and maintaining a computerized inventory system for equipment purchases, labeling all equipment purchases with the appropriate identification numbers, and conducting a physical inventory of equipment.

Other duties as assigned by Executive Director.

SUPERVISORY RESPONSIBILITIES

Supervise purchasing, accounts payable, and payroll departments to include monitoring workflow and employee performance. 

Maintain adequate staffing at all times to ensure workload demands are accomplished.

Provide guidance and direction to accounting staff to assist them in their professional development.

Develop and maintain a program for sound employee relations.

Oversee interview process and the selection, termination, compensation, motivation, disciplinary action and review of all accounting staff.

SKILLS AND KNOWLEDGE includes any combination of the following:

Broad and thorough knowledge of theories and principles of fund accounting and general administration;

Working knowledge of theories and systems of internal controls as they apply to financial management;

Strong demonstrated fiscal/accounting skills;

Strong supervisory skills and the ability to direct others;

Demonstrated leadership skills;

Strong demonstrated problem-solving skills;

Ability to work independently;

Ability to work smoothly with a variety of personalities;

Ability to cope with pressure and accommodate interruptions;

Ability to redirect effort when priorities change unexpectedly;

Ability to maintain strict confidentiality;

Ability to plan, organize, prioritize day-to-day operations, short and/or long term projects.  

Strong demonstrated effective and efficient oral and written communication skills with all levels of academic, administrative, and staff personnel.

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.

Regular and consistent attendance is required.

All aspects of this position are to be considered confidential.  Any discussion of matters pertaining to the business of this organization outside the administrative offices is not allowed.  Any employee’s breach of this confidentiality provision will be subject to disciplinary action, up to and including termination.  

· EDUCATION AND EXPERIENCE

Five years of progressively responsible management experience including supervision of staff

Five years Non-Profit accounting experience 

BA/BS in Accounting or related field or combination of education and experience commensurate with stated requirements

Computer literacy, advanced knowledge of MS Word, Excel and Access 

Proficiency in Blackbaud Fund Accounting software

· LANGUAGE SKILLS

Ability to read, analyze, and interpret common financial reports and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  

· MATHEMATICAL SKILLS

Ability to work with mathematical concepts such as probability and statistical inference.  Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, and percentages.  Ability to apply concepts of basic algebra.

· REASONING ABILITY

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

· TOOLS AND EQUIPMENT

Ability to effectively and efficiently use the following:

Typewriter, 10-key calculator (by touch), copier, fax, computer, printer, advanced software skills such as accounting, spreadsheet, and word processing 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.

While performing the duties of this job, the employee is frequently required to sit, talk and hear. The employee is occasionally required to walk; use hands and fingers to operate, handle, or feel objects, tools, or controls; and reach with hands and arms. 

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision and the 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.

The noise level in the work environment is usually moderate.

ADP SECURITY STATEMENT

In the performance of official duties, the employee has regular access to printed and electronic files containing sensitive data that must be protected under the provisions of the Privacy Act of 1974 and other applicable laws, federal regulations, VA statutes and policy and VHS& RA policy. The incumbent is responsible for (1) protecting the data from unauthorized release or from loss, alteration or unauthorized deletion and (2) following applicable regulations and instructions regarding access to computerized files, release of access codes, etc., as set out in the computer access agreement that the employee signs.

CUSTOMER SERVICE STATEMENT

Maintains a high standard of customer service while interacting with contacts at all levels.  The Executive Director must have the ability to communicate effectively in order to provide customer service.

I have read and understand the duties and responsibilities outlined above.
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