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POSITION DESCRIPTION

POSITION:

Controller (Full-Time/Exempt)
PURPOSE:

This position is responsible coordinating, administering and controlling financial operations.  Provides tax, insurance and other reports required by governmental regulations. Reviews, analyzes, and interprets financial and budgetary reports. Directs and participates in all aspects of accounting operations and the preparation of annual financial forecasts.  Oversees the development of financial accounting systems required to maintain reporting requirements.

ESSENTIAL RESPONSIBILITIES:

Essential and other important responsibilities and duties may include, but are not limited to, the following: 

Essential Functions:

· Establish and maintain the Company’s financial policies and procedures by providing operational administrative direction to the accounting, budgeting, tax, and insurance functions.  

· Maintain the company’s financial structure and coordinate the Company’s relationships and covenants with financial institutions, suppliers, and government agencies.  

· Manage all accounting functions including, but not limited to: General Ledger, Payroll, Accounts Payable, Accounts Receivable, and Billing.

· Prepare monthly, quarterly, and annual financial statements and analyze the financial results. Review working capital on a regular basis and monitor the company’s cash flow.

· Monitors and reports on indirect rates.

· Oversee and coordinates the financial planning, forecasting, and budgeting process. 

· Direct and coordinate the Company’s annual year-end audit with the independent auditors.  

· Manage the Company’s business insurance policies. 
· Lead effort to write and prepare cost proposals.

MINIMUM QUALIFICATIONS:
· Minimum of 10 years accounting experience. Minimum of three years of government contract accounting experience. 

· BA/BS in accounting is required. CPA and or an MBA is considered a plus. 

· Strong knowledge in Account Reconciliation, Accounts Payable, Accounts Receivable, Payroll Processes, etc. 

· Technical and comprehensive knowledge of all finance, financial planning, accounting, and tax areas of a business including an excellent understanding of GAAP.

· Experience working in not-for-profit organizations preferred.

· Experience with selecting and implementing accounting systems.

· Minimum of two years using Deltek Costpoint – all core modules.

· Excellent computer skills including all MS Office applications. (Word, Excel, Outlook, PowerPoint) required. 
· Must be efficient with strong attention to detail. 

· Must be willing and able to be hands on with regards to all accounting and HR roles and responsibilities of a small business.
· Must have strong customer support orientation (for internal/external customers), demonstrated professional demeanor, and the ability to maintain confidential information. 

· Must have strong skills in organization and planning, demonstrated ability to work independently and exercise sound judgment and problem solving.

· Familiarity with basic Human Resource functions.
SUPERVISION: 
· The Controller reports directly to the Executive Director/CEO 
TRAVEL 

· Occasional travel may be required to attend training, conferences, and offsite meetings.
WORKING CONDITIONS:
· The Controller works in an office environment and has sustained posture in a seated position for prolonged periods of time.
· While teleworking is available, the Controller must reside within a reasonable commuting distance to the Falls Church, Virginia office and work at the Falls Church office as needed.
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