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PROFESSIONAL JOB DESCRIPTION
Comptroller

POSITION REPORTS TO:  Vice President of Finance & Administration


DATE:
May 26, 2010


DEPARTMENT:  Accounting







LOCATION: Conference Center

POSITION NUMBER:
3501







FLSA:
Exempt (Prof.)


PAY GRADE:
20










POSITION DESCRIPTION:  Develops, coordinates and maintains the accounting systems and budgetary control for the College while complying with local, state and federal legal requirements.

SUPPORTS STUDENT LEARNING BY:  Maintaining the financial solvency of the College and student financial transactions on each campus.
TITLES OF POSITIONS DIRECTLY SUPERVISED:  Accountant I, Accountant III, Accounting Clerk II, Bursar, Payroll Administrator and Administrative Assistant II
POSITION REQUIREMENTS:  (Describe the level of education, specialized training, skills, and experience required to perform the duties & responsibilities of this position.)
1. Master’s Degree in Business Administration, Accounting, Finance, or other related area or comparable education and experience relative to the position.

2.  
Five to six years of comprehensive administrative experience as a comptroller or senior accountant preferably from a higher education environment.

3. 
Demonstrated organizational ability to interpret and implement federal, state and local laws and regulations as they pertain to accounting procedures and policies for institutions of higher education.

4.  
Five to six years of experience in directing, supervising and coordinating the work of others.

             5.  
Demonstrated ability to work successfully as a member of an administrative team and to assume 
additional responsibilities as requested.         

POSITION DUTIES:  (List the 10-12 most important duties and responsibilities performed by this position in descending order of importance.)
1. Responsible for the development and maintenance of all accounting systems and budgetary control for 

the College; manages all financial operations of the institution, including design of the FRS system.


2.
Provides analysis of current fiscal operations; administers the preparation of financial reports.


3.
Oversees annual external audit and prepares Management’s Discussion and Analysis report.


4.
Supervises staff.


5.
Administers the preparation and controls of Annual Planning & Budget process for the College.

6.
Works with the Vice President of Finance & Administration in the preparation of all instructional budgets.


7.
Supervises the maintenance of payroll processing for the College payroll.


8.
Responsible for the custody of student aid, scholarship funds and third party funds.

9. Responsible for the assessment and collection of all students fees and other monies on the campus, and 

serves as institution cashier.


10.
Works with State Finance Office and State Treasurer’s Office.


11. 
Prepares and administers the Annual Planning & Budget process for the accounting department.


12.
Assumes other responsibilities on assignment from the Vice President of Finance & Administration.

NOTE: 
The omission of specific statements of duties does not exclude them if the work is similar, related or a logical assignment to the position.

PRIMARY CONTACTS:  (List the primary internal and external contacts for this position and the purpose for the contact.)

Primary contacts include Vice Presidents, the Campus Safety/Compliance Coordinator, Director of Financial Aid/Scholarship Services, Director of Purchasing and Inventory Control, Director of Campus Store Operations, Associate Vice President for Human Resources, College Board of Regents and the TCC Foundation to obtain and provide information related to budgetary information to these areas.  Primary external contacts include the State Regents for Higher Education, the State Treasurer’s Office and the Tulsa Technology Center’s accounting representatives to obtain and provide information related to the College’s annual budget and to stay current with financial policies and procedures; other college and university comptrollers/financial directors and members of professional organizations to share and obtain budgetary policies and procedures.


APPROVAL:                       

                Associate Vice President for Human Resources 


