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	Job title
	Assistant  Controller

	Reports to
	Director of Finance

	Date
	10/9/15

	FLSA
	Exempt; Professional

	Location
	Scottsdale, AZ


Overview
The Assistant Controller supports the Director of Finance in accomplishing the responsibilities and goals of the Accounting department.  Key deliverables are:

· Generate monthly individual company financial statements ensuring they align with business requirements and industry standards

· Identify, communicate and assist the Director of Finance with implementation related to process improvement and cost savings opportunities.  

· Research Accounting issues to ensure company complies with GAAP.  

Duties and Responsibilities

Responsibilities include but are not limited to:
Accounting/Finance
· Assist with and ensure that appropriate journal entries are made
· Reconcile assigned balance sheet accounts

· Process additions, deletions and other corrections to the fixed asset system and ensure the fixed asset system balances with the general ledger

· Calculate, obtain approval and process commission payments for employees, third parties and other business partners

· Complete assigned schedules supporting balances in the general ledger account and/or financial statements
· Work with outside auditors during annual audit and assist with facilitating audit process

· Research, recommend and assist with implementing proper accounting procedures for accounting issues

Administration

· Assist with and oversee accounting activities and cash, investment and asset management

· Assist with and provide oversight to financial reporting, preparation of the consolidated financial statements and schedules for tax compliance
· Attend customer implementation meetings to ensure customer billing is established properly
· Assist with establishment  and maintenance of internal controls to support the financial infrastructure
· Work on process improvement task forces as assigned

· Develop/maintain company accounting manual

· Other tasks as assigned by the Director of Finance
Qualifications

· Bachelor degree in Accounting required

· CPA required

· 7+ years of Accounting experience required

· 2+ years of lead experience preferred
· Experience with accounting software packages required (Quick Books preferred)

· Experience with international entities preferred

· Strong Excel and communication skills required

· Ability to research and apply Accounting issues and apply GAAP
· Ability to meet deadlines and data quality requirements
Working Environment
This job is performed in a general office setting, in a temperature controlled environment, utilizing office equipment such as a computer, phone, calculator, etc.  The general work schedule is Monday through Friday during normal business hours with occasional evening or weekend hours required during month end or fiscal year end closing. 

This position does not have direct reports but works in collaboration with others on the team.
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