
[NAME OF PARISH & SCHOOL]
JOB DESCRIPTION

Position:			Controller
Reports to:		Pastor [dotted line to Principal]
FLSA Status:		Exempt
Date prepared:	March 1, 2013

Signatures:_________________________   /   ____________________________
			Pastor							Employee

PURPOSE
The Controller, under the direct supervision of the Pastor, is responsible for providing the day-to-day fiscal/financial oversight for [Name of Parish] and [Name of School]. Primary responsibilities include maintaining and/or preparing all financial reports, books and records for the [Name of Parish] and [Name of School].. This position will also perform and supervise, as necessary, the month end closing process, billing, accounts receivable and payable activities, payroll processing and other duties as assigned.  The [Name of Parish] and [Name of School]. Controller carries out all duties and responsibilities and performs essential functions in a manner that is consistent with the mission, vision and values of the [Name of Parish] and [Name of School]. and the Archdiocese of Miami.   

ESSENTIAL FUNCTIONS include, but are not limited to, the following:

1. Oversees all functions affecting the general ledger;
2. Work with Pastor and Principal and department heads to prepare an annual operating and capital budget for review and approval by the Finance Committee and Board;
3. Monitor performance relative to budget through production of  periodic (i.e. monthly, quarterly and annual) actual vs. budget financial reports for use by management, the Finance Committee and Board;
4. Monitor periodic cash flows to ensure adequate liquidity is available to meet organization’s operational needs.  Prepare periodic cash flow forecasts for regular review by the Pastor; 
5. Assist Pastor with completing annual financial reports and disclosures as required by applicable accrediting agencies, state and federal Departments of Education as well as the Archdiocese of Miami;
6. Develop and maintain appropriate accounting policies and procedures consistent with GAAP and Archdiocesan policy;
7. [bookmark: _GoBack]Prepares and/or reviews journal entries and account reconciliations subject to review by the Pastor and/or his designee(s);
8. Processes payroll via outside service provider. Collects and submits data including hours worked, paid time off benefits, payroll deductions (including federal withholding, FICA taxes, health insurance, 403b, etc.) and is responsible for compliance with statutory reporting requirements such as issuance and filing of year-end W-2s, quarterly UCT-6s and 941s.  Maintains payroll coordination with staff, faculty and priests;
9. Accounts Payable: 
a. Enter valid and properly-authorized invoices into sub-ledger system for payment, ensure proper coding and sufficient liquidity exists to issue payment prior processing weekly/bi-weekly check run, obtain Pastor’s/authorized signer’s signature and distribute. 
b. Correspond with vendors regarding invoices, questionable charges, resolve disputes, and provide information as required by vendors.
c. Maintain and monitor accounts payable aging schedule.
10. Accounts Receivable:
a. Prepare quarterly and semi-annual billing invoices for Archdiocesan entities  (subsidy and tuition invoices).
b. Properly apply tuition/subsidy payments and miscellaneous receipts into sub-ledger system.
c. Maintain and monitor accounts receivable aging schedule.
d. Ensure deposits are made in a timely fashion.
11. Facilitate Archdiocese of Miami audit process, including preparation of necessary records and reports as required;
12. Maintain the [Name of Parish] and [Name of School]’s fixed asset inventory and accumulated depreciation listings;
13. Assist with personnel recordkeeping and processing of new hires into payroll, Health Plan, 403(b), Cash Balance Plan and other employee benefit programs, as applicable;
14. Perform clerical responsibilities regarding basic personnel administration. Work with Archdiocesan Office of Human Resources to ensure that appropriate documentation is maintained in the local payroll and personnel files. Secure and maintain personnel and financial records according to federal, state, and any other applicable regulations;
15. Serve as liaison with Archdiocesan providers of workers comp, property, general liability  & unemployment insurance, FMLA administration, and other claim-related benefits and insurance carriers;
16. Serve as the primary financial liaison between the [Name of Parish] and [Name of School] and the Archdiocesan Finance Office.  Respond to basic questions and stand ready to explain financial trends and ensure consistency of accounting policies and procedures between organizations;
17. Serve as liaison between the [Name of Parish] and [Name of School]. and outside organizations for the management of the facilities-use agreement related to cafeteria, classroom buildings and sports facilities, including oversight of the financial operations of the [Name of Parish] and [Name of School]. cafeteria and the supervision of the part-time cashiers;
18. Develop and maintain contact list for [Name of Parish] and [Name of School]., including donors, outside vendors and third-party service providers;
19. Build and maintain professional relationships with vendors and third-party service providers and act as liaison between them and the [Name of Parish] and [Name of School].; 
20. Subject to final authorization/acceptance by the Pastor and following appropriate legal review, negotiate contract terms with vendors and third-party service providers obtaining best value for service provided;     
21. Create and maintain inventories of [Name of Parish] and [Name of School].  materials, supplies, and services. Order new items as needed, proactively anticipating needs while maintaining appropriate cost controls;
22. Foster and maintain positive working relationships with Archdiocesan entities;
23.  Maintain professional and technical knowledge by attending educational workshops, reviewing professional publications, establishing professional networks, and participating in professional societies;
24. Work with Pastor and Archdiocese of Miami Development Corporation liaisons to coordinate periodic campaign communications and collections which serve to benefit the [Name of Parish] and [Name of School].;
25. Exercise at all times a high level of confidentiality and discretion while demonstrating exemplary internal and external customer service;
26. Assist with other tasks as assigned by the Pastor.

SUPERVISORY RESPONSIBILITIES:  None.

QUALIFICATIONS:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The educational and experience requirements listed below are representative of the knowledge, skills, and/or abilities required to perform the assigned duties in a satisfactory manner. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience.
Bachelor degree in Accounting or related field, with minimum of 5 years of professional experience.
Demonstrated proficiency in Microsoft Office Products (Word, Excel, PowerPoint and Outlook) and accounting systems (e.g. Logos, Quickbooks, ParishSoft, etc.).
Must possess knowledge of the Catholic Church and its structures, functions and institutions.  Requires strong ethical values, including honesty and integrity, especially in matter of confidence.

Language Skills.
· Excellent verbal and written English-language communication skills.
· Fluency in Spanish strongly preferred.

Other Knowledge, Skills, Attitudes.
· Must have a strong command of GAAP and accounting practices.
· Modern office procedures and practices, including record keeping and data security methods and techniques.
· Knowledge of accounting principles and practices for non-profit organizations.
· Ability to maintain a high level of accuracy in preparing and entering financial information
· Ability to maintain strict confidentiality concerning financial matters.
· Knowledge of contract negotiation and RFPs.
· Good computer literacy, including ability to navigate online applications and search engines effectively.
· Good spelling and grammar required.
· Excellent customer service skills, including ability to maintain focus on and professionalism with people in challenging situations, both in person and by phone. 
· Good time management, including ability to manage several projects at the same time.
· Must be able to multi-task and retain accuracy in an environment of competing deadlines.
· Must be supportive of the mission and tenets of the Roman Catholic Church.
· Must have a professional demeanor.


COMPETENCIES
Customer Focus (Internal and External):  Effectively meeting customer needs and taking responsibility for customer satisfaction. 
Attention to Detail / Quality Orientation:  Accomplishing tasks by considering all areas involved, including minute details; showing concern accuracy and good quality output; accurately checking processes and tasks. Monitoring activities.
Collaboration:  Working effectively and cooperatively with others, asking clarifying questions for the purpose of achieving common objectives. Building and maintaining good working relationships with employees and key stakeholders.
Dependability:  Being reliable, responsible, and dependable, and fulfilling obligations with a willing attitude.
Managing Work:  Effectively managing time and resources to ensure that work is completed to meet expectations.  
Inductive Reasoning / Problem Sensitivity:  Sensitive to observation and identification of issues presenting out-of-the-norm and that may be indicative of problems needing to be addressed.
Work Standards:  Set expectation of high performance standards and hold oneself accountable for accurate and timely completion of tasks and projects.   


PHYSICAL DEMANDS AND WORK ENVIRONMENT
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.
Must be able to sit for extended periods at a computer workstation
Must be able to perform data entry for extended time periods.
Must be able to push and occasionally lift objects weighing 25 pounds
Frequent ability of routine hearing such as listening to others in conversation.

DISCLAIMER The above is intended to describe the general context of and requirements for the performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.


 (
Reviewed/Approved By:  
Pastor
:
 _____
   ********************************
***************
***************************************
   Hand d
elivered on ________, 2013, by ____________________
 (
Pastor
)
 
to ____________________ (Employee).    
   I acknowledge receipt of and understanding of my job responsibilities as outlined in this Job Description.  
   Signed: ______________________ (Employee) Date: ______________________
   Signed: ______________________ (
Pastor
) 
Date: _____________________
)

Page 1



