VACANCY ANNOUNCEMENT – October 17, 2011

OCSEA Job Description
Assistant Comptroller
(Exempt)

Department:		Accounting

Reports to:		Comptroller

Job Goal:	To assist the Comptroller in the general preparation and maintenance of fiscal records, reports and correspondence for OCSEA.  To perform daily accounting functions in a timely manner, maintain payroll and personnel records, and provide on going bi-annual audits of subordinate bodies.  To assist with annual budget preparation.

Duties and Responsibilities:  Working under the supervision and direction of the Comptroller, the Assistant Comptroller supervises the processing of receipts, disbursements, payrolls, bank reconciliations, and subordinate body quarterly financial statements.  The Assistant Comptroller completes audits of subordinate bodies, oversees preparation of payroll checks and reports, the insertion of all accounting information, including A/R and A/P, into the electronic database and acts as back-up to the department’s account clerk during absences.  Preparation of the LM-2 for the Department of Labor.

The Assistant Comptroller advises the Comptroller of any fiscal irregularities found in the audits of subordinate bodies and works to deal with errors on financial statements from the subordinate bodies and assists their treasurers in developing an understanding of the fiscal procedures required by OCSEA.  The Assistant Comptroller collaborates with the Comptroller in the preparation of the annual budget and may, in the absence of the Comptroller, conduct treasurers’ training in the furtherance of the office mission of assisting subordinate bodies in compliance with the accountability practices.

Organizational Relationship: The Assistant Comptroller reports directly to the Comptroller and works closely with all department staff, OCSEA officers or managers regarding fiscal matters in absence of Comptroller.  The Assistant Comptroller provides guidance to staff members in response to problems or questions which they may raise relative to aspects of insurance, pension or other personnel services (such as credit union, 401K Plan issues or tax withholding).
 
Qualifications:  Must have an undergraduate degree in accounting or BA degree with strong accounting background and two years experience in general accounting including auditing, accounts payable and payroll.  Experience in budget development very helpful.  Good communication skills required as well as the ability to work well with a variety of people.  Ability to coordinate multiple tasks and work with tight deadlines required.  Proficiency in computers including spreadsheets, accounting software (e.g., Solomon) and ADP payroll systems required.  Must be able to travel occasionally and possess a valid driver’s license.

Rev. 2/2010
 Applications accepted through November 16, 2011
Send Cover Letter & Resume to Sharon Hillis, OCSEA, 390 Worthington Road Suite A, Westerville, OH  43082 
Salary Negotiable
