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Building the Team
Controller Position Description

Reports to:  Owners

Reporting Positions:  Data entry team

Responsibilities include:

Solid understanding of accounting software


Willing to confront and learn every needed module of the program

Accounts Receivable

Oversees billing 


(Data entry team handles invoice entry)

Posts all payments

Makes all deposits

Does collections

Files all liens

Accounts Payable


Oversees purchasing



(Data entry team handles billing entries) 


Makes all operating payments 



Truck loans



Lease payments


Maintains all vendor files

Job Costing


Oversees implementation of Job Costing program


Maintains Job Costing files

Payroll


Prepares payroll and outsources to Payroll Service 
Enters payroll into accounting system via journal entry


Handles all human resources functions (unless outsourcing)


Drug screening



Absences and vacation time



Garnishments



Health Insurance


Manages insurance and employee benefits

General Tasks


Handles all checking and constantly monitors cash flow


Keeps all asset information current and accurate



Posts accurate depreciation monthly

Does all bank reconciliation


On-line banking

Meets with owner weekly (standing appointment) to review financial information

Financial Quick Check 
Supporting Balance Sheet and Income Statements


Job Cost reports 



Goes over all areas of question with owner



Offers solutions and suggestions



Does actual to budget comparisons



Month End Checklist 

Year End Checklist 



Special projects


Shops for all insurance



General Liability



Vehicle



Health/Life



Workers Comp


Oversees data entry team

Stays in communication with CPA/tax preparer

Keeps company in compliance with all tax, insurance and any other reporting requirements

What a business owner can expect from a controller:
· The ability and willingness to share financial information with you

· If you ask for something specific, you should get it

· If there is something you need to know, you are informed

· Continue to educate and inform you at all times to improve your financial literacy

· A fully connected relationship with operations so the controller gets what they need and operations gets what they need 
· Workspace and all accounting systems and storage areas neat, clean, current and fully accessible to the owners.  
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