SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: CONTROLLER

BASIC FUNCTION:

Under the direction of the Director II-Internal Business Services, manage, coordinate, maintain, review
and analyze accounting records for the County School Service Fund, Child Development Fund, County
Schools Facilities Fund, Debt Service Fund and Self Insurance Fund; provide internal financial controls;

maintain accounting, general ledger, financial statements, and distribution records; supervise and evaluate
the performance of assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Manage, coordinate, maintain, review and analyze accounting records for the County School Service:: = .
Fund, Child Development Fund, County Schools Facilities Fund, Debt Service Fund and Self Insurance- BHTRTININ

Fund; provide internal financial controls; implement state school cost accounting practices.

Coordinate and superv1se ‘the maintenance and control of accounting functions, including grant ﬁscal .
" services, accounts payable accounts receivable, general ledger, ﬁnanmal statements and d1str1but10n and:-i

: chart of accounts

- Establish -and monitor financial controls and prov1de for appropriate auditing for accourits payable-and - -+
- payroll ‘warrants; assure proper and timely revenue and expense recognition; project cash flow and-resolve . 4y

-z cash shortages; reconcile tax: revenue, accounts payable, accounts receivable, and fund. balances: from v s
». ! prior.year;.prepare opening and closing journal entries; coordinate and assures an independent:audit-of... .

... financial records and provides appropriate contracts for compliance portion of audit; reconcile revolying: ... _
. ..cash accouat. and. petty cash . accounts; monitor budgets for proper expense. cia551ﬁcat10n cand il e
. authonzauon : SR TURE

::‘ReSpond to mqumes ﬁom dlStI‘lCtS relating to new ﬁmdmg, aud1t1ng, GASB pronouncements ﬁscal o

compliance and reporting requirements and related accounting functions; provide in-service: training to .-
internal and external accounting staff on financial matters, contracts, and financial administration; assist- -~ . .. ..

- program 'managers ‘with financial matters and review contracts; provide districts with source documents:
for daily transactions; assist districts with cash flow analysis and year-end processes; serve as liaison with -
regulatory agen01es and pr0v1de ﬁna.ncml assistance to program personneI as necessary : :

Conduct 1nternal control and busmess studles Or TeViews; respond to State and federal audit requuements
prepare state and federal reports to contractors regardlng California Sales and Use Tax; design and
evaluate effectiveness of existing financial operations and systems for the County Office of Education and
school districts; review and apply computer software packages to meet departmental needs.

Develop and prepare the annual preliminary budget for the Department; analyze and review budgetary
and financial data; control and authorize expenditures in accordance with established parameters;
participate in forecasting trends and long-term financial planning; implement long-term plans in division.

Supervise and evaluate the performance of assigned staff: interview and select employees and recormmend
transfers, reassignment, termination and disciplinary actions.

Provide technical expertise, information and assistance regarding assigned functions; assist in the
formulation and development of policies, procedures and programs; mterpret and analyze policies and
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.« Management. of. ascountmg and budgetary operatmns and act1v1tles of mcludmg the review; evaluatlon

. -General accounting and business functions. of an educational. orgamzatmn -

-+ Preparation, analysis, review and control of ass1gned accounts. :

: . Financial and statistical record-keeping techniques.

Controller - continued Page 2

regulations and the impact potential and new legislation.

Direct the preparation and maintenance of a variety of narrative and statistical reports, records and files
related to personnel and assigned activities; coordinate, monitor, and complete financial reports; analyze
system generated reports and make corrections as necessary; perform financial analysis of management
reports; analyze financial information needs and develop appropriate reporting systems.

Communicate with other administrators, personnel and outside organizations to coordinate activities and
programs, resolve issues and conflicts and exchange information.

Determine appropnate information for financial statements and reports; make decisions concerning -
proper application of receipts of funds and payments; advise a variety of officials, customers, vendors
program managers, and others on fund management problems. :

0perat'e a computer, 10-key adding machine and other office equipment as assigned.
: At_ténd and conduct alx\{é,r,iety. of meetings as assigned.

OTHER DUTIES:
= Perform related duties.as asszgned

KNOWLEDGEANDABILITIES - LT L g
- KNOWLEDGE OF:.

smaintenance and adjustment of funds, budgets and accounts.
.Applicable laws, codes, regulations policies.and procedures:. . -
Accounting : and ﬁscal Systems, policies, procedures and practlces

- Methods, procedures and termmology used in professwnal accounting work.
Generally Accepted Accountmg Principles.

‘ .. Policies and objectives of assigned programs and activities.

.- Educational accounting and fiscal management functlons .
.. .. Preparation of financial statements and comprehenswe accountmg reports
- Budget preparation and control. ... : : ~
Financial analysis and pI‘O_]GCth]J techmques
Principles and practices of administration, supervision and trammg
Technical aspects of field of specialty.
Operation of a variety of office equipment including a computer and assigned software.
Oral and written communication skills,
Interpersonal skills using tact, patience and courtesy.

ABILITY TO:

Plan, organize and direct accounting operations and activities including the review, evaluation,
maintenance and adjustment of funds, budgets and accounts.

Coordinate and direct personnel, communications and record-keeping functions to meet organizational
accounting needs and assure smooth and efficient fiscal activities.

Supervise and evaluate the performance of assigned personnel.

Assist n establishing and maintaining fiscal time lines and priorities.

Assure accurate accounting of funds including income and expenditures.
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_  PHYSICAL DEMANDS

Controller - continued Page 3

Assist in the development and implementation of fiscal programs, policies and procedures.
Provide consultation concerning accounting operations and related functions.

Assure proper and timely resolution of accounting issues, errors and discrepancies.
Interpret, apply and explain rules, regulations, policies and procedures.

Communicate effectively both orally and in writing.

Establish and maintain cooperative and effective working relationships with others.

Operate a computer and assigned office equipment.

Analyze sttuations accurately and adopt an effective course of action.

Meet schedules and time lines.

Work independentiy with little direction.

Plan and organize work.

Maintain accurate financial and statistical records and prepare comprehensive accounting reports.
Direct the maintenance of a variety of reports, records and files related to assigned activities.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: . - master’s . degree in aCCOun‘ang or-a related field and four years. of
~ professional accounting experience performing varied financial analysis, record- -keeping - a.nd report
preparatlon dutles R

WORKINGCONDITIONS _- o S

=ENVIRONMENT
_ Ofﬁee environment. .

) Hearing and speaking to. exchange mformatmn and make presentations
.- Dexterity of hands and fingers to. operate a eomputer keyboa.rd '
- Sceing to read avarlety of matenals e e

Philip J. Gordilio
' ExeeutiVe“Dire

“+ Date !
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