Zumbro House, Inc.
Job Description:  Controller
FLSA Classification: Non-exempt

Summary:

 The Controller will provide oversight and leadership to the accounting and bookkeeping staff, and will oversee all financial aspects of the Company. The position is responsible to ensure accuracy in documentation and compliance with all applicable laws and acceptable accounting practices.
Duties and Responsibilities:

Accounts Receivable
· Submits accurate and thorough billing for services rendered via  MNITS, maintaining all necessary documentation, such as Census and Leave forms for each location.
· Ensures Room and Board payments are received and documented. Follows up with management staff or team members as needed. Works with team members to resolve client funding issues and establish payment plans when necessary.
· Ensures completion of Household Report Forms, CAFs, and other recertification materials for all clients, regardless of their representative payee status.

· Completes all responsibilities as representative payee for clients who have Zumbro House as their payee. This includes, but may not be limited to, oversight of client funds.
· Promptly communicates any concerns or potential concerns from guardians, case managers, financial workers, or any other team members.

· Inform supervisor immediately of any and all issues, errors or problems related to accounts receivable, including but not limited to internal billing errors, late payments or disputes with payors that may require resolution or intervention from the supervisor.  Provide management with monthly receivables and aging reports.  

· Inform supervisor and HR of issues or possible performance issues of ZH employees, as it relates to accounts receivable, expenses or credit card billing.   Provide emails (and copy supervisor and HR) to ZH employees who are delinquent with internal policies related to accounts receivable and credit accounts.   

· Interface with employees regarding payroll related matters.  Resolve payroll related issues with employees, in consultation with HR.

· Provide aging report to supervisor monthly.

· Special projects as assigned.
Accounts Payable
· Reviews and prepares invoices and payment checks for signatures, ensuring that all accounts are in good standing at all times.
· Works directly with vendors to initiate/discontinue services, resolve issues, etc.
· Writes checks and ensures accurate payment for services rendered and products.  

· Evaluates all incoming bills and invoices for accuracy and will immediately alert the supervisor of any suspected inaccuracies or unknown or out of the ordinary bills or items.
· Inform supervisor immediately of any and all issues, errors or problems related to accounts payable, including missed or late payments and other disputes with vendors or suppliers or other entities for whom payment is due.    

General
· Prepare journal entries promptly and accurately.
· Maintains accurate and error free documentation of all accounts payable and receivable entries.

· Reconcile general ledger accounts monthly.

· Communicates with the supervisor at least monthly to provide a summary of accounts receivable and payable.
· Reconcile biweekly payroll. Assist in resolution of payroll issues with the support of Human Resources.
· Reconcile corporate credit accounts, ensuring that all relevant receipts and documentation are reviewed and filed with the invoice.

· Provides reports as requested, including location-specific monthly spending analysis.

· Maintains an organized, efficient filing system which allows for easy accessibility information.

· Prepare for and assists with annual audits 
Other
· Provide direction or training to house supervisory staff as needed, as well as accounting personnel. 
· Attendance and report at monthly management meeting. 
· Provide performance assessments and reviews for accounting staff.

· Maintain adequate office supplies.

· Other duties as assigned.

Qualifications:

· Minimum of three years accounting experience is required. Experience with accounts receivable for licensed programs/waivered services is preferred.
· Degree in accounting related field.  Additional education in accounting or a related field preferred.

· Excellent organizational skills (oral and written) and the ability to excel at detail management, multi-tasking, and working under pressure of deadlines.

· Must have extensive experience in the use of Microsoft Office programs and Quickbooks.
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