
Program: Finance   Status: Exempt 
Title: Controller  
Reports to: Chief Financial Officer     Class: Professional   

 
General Summary: 
 
Under the direc�on of the Chief Financial Officer, the Controller will assist in overseeing our fiscal 
opera�ons and ensure efficiency within our organiza�on. They will be responsible for the day-to-day 
opera�ons of financial management, compliance, and leadership within the finance department. 
 
Du�es and Responsibili�es: 

 
• The Controller provides direct supervision and guidance to assigned Finance Staff (2). The 

Controller oversees the workload of the finance staff with follow up and scheduling of 
assignments including special assignments. During the CFO’s absence assume those du�es of the 
CFO needed to operate the Department. 

• Responsible for managing the day-to-day ac�vi�es of the Department in the areas of cash 
receipts, accounts payable, and accounts receivable. Assist the CFO in establishing and modifying 
the implementa�on of accoun�ng systems including internal controls. Assist the CFO with 
financial repor�ng, analysis, budge�ng and audits. 

• Oversees the correct handling of the general ledger for the agency by analyzing the general 
ledger rou�nely and ensuring that the finance staff prepare and post all adjus�ng journal entries 
necessary.  

• Maintains files and reports as needed to back up financial transac�ons. 
• Analyzes data and prepares reports on a scheduled basis and provides repor�ng type 

informa�on for special requests as needed including: 
 bank reconcilia�on reports and account analyses to ensure they are being performed 

�mely and rou�nely, 
 reports of open accounts receivable, cash flow, accounts payable, and accrued expenses 

regularly, 
 budget versus actual reports as required.  

• Monitoring the accounts payable processing to ensure that the detail is �mely and properly 
approved and entered correctly into the computerized accoun�ng records including the pos�ng 
to the correct expense / asset accounts. 

• Reviews and approves monthly and/or quarterly county, state, federal and other founda�on and 
fee for service billings, coordina�ng with program staff and reviews and approves accounts 
receivable entries and informs both accountants where to apply check or ACH collec�ons. 

• Supervises and directs all new program implementa�on into the accoun�ng so�ware and assists 
in implementa�on of newly awarded grants in coordina�on with programs and other admin 
groups (CFO, HR, IT, COO and/or CAO) par�cularly with regards to budgets and expenses. 

• Prepares the annual DMHAS budget together with CFO and prepares and submits modifica�ons 
as necessary. Also prepares the overall agency budget together with the CFO. 

• Manages and directs all budget addi�ons and program expansions into the DMHAS budget, 
other program/revenue streams, and the overall agency budget.  

• Assists with and reviews the Report of Expenditures with the CFO prior to submission.  



• Prepares financial forecast in coordina�on with CFO and program directors.  
• Assists CFO in development and implementa�on of financial and budget policies and procedures 

as well as short and long-range departmental goals and objec�ves. 
• Supports the CFO with repor�ng requirements to the Board of Trustees.  
• Assists in the year closing of all accoun�ngs and prepara�on for the annual financial audit 

including preparing or reviewing suppor�ng schedules and audit reports for year-end audit prior 
to being submited to CFO, ac�ng as liaison between the auditor and fiscal staff, managers and 
other program staff for audit requirements and coordina�ng and assis�ng with the prepara�on 
of all corporate informa�on returns to ensure tax returns are prepared and submited on a 
�mely basis.  

• Responds to program inquiries regarding grants budgets. 
• Responsible for miscellaneous projects as required by the CFO.  
• Perform other du�es as needed. 

 
Requirements:  

• Excellent interpersonal, verbal, writen communica�on and organiza�onal skills with strong 
aten�on to detail. 

• Proficient with Microsoft Office Suite or related software. 
• Proficiency with or the ability to quickly learn the accounting system Abila MIP. 
• Ability to work on mul�ple projects and manage �me efficiently. 
• Excellent time management skills with a proven ability to meet deadlines. 
• Ability to prioritize tasks and to delegate them when appropriate. 
• Strong analytical and problem-solving skills. 
• Ability to act with integrity, professionalism, and confidentiality. 

 
Educa�on/Cer�fica�ons:  

• Bachelor’s degree in accoun�ng is required, Master’s Degree (MBA or MA) a plus.  
 

Experience:  
• Minimum of 5 years of experience in For-Profit and/or Not-for-Profit field or related ac�vi�es.  
• Knowledge of not-for-profit accoun�ng is a plus.  
• 3+ years of supervisory experience is required. 
• Mastery of basic accoun�ng principles is required.  

 
MHANJ is an Equal Opportunity Employer. We embrace and encourage differences in age, color, 

disability, ethnicity, gender iden�ty or expression, na�onal origin, physical and mental ability, race, 
religion, sexual orienta�on, veteran status, and other characteris�cs that make our employees unique. 
We encourage and welcome diverse candidates to apply for any posi�on you are qualified for to bring 

your unique perspec�ve to our agency.  

 
 
 
Salary Range:  

• $75,000 - $85,000.  
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