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SAN JOSE STATE
UNIVERSITY

RESEARCH FOUNDATION




Position:  Assistant Controller/Operations
DEPARTMENT:  Finance and Accounting

 

Effective Date:  May 2012
IMMEDIATE SUPERVISOR:  Controller



Exempt Status:
Exempt
GENERAL NATURE OF POSITION:  

As a member of the Finance and Accounting team, oversee the functional areas AR, AP, Purchasing, Cashiering, and Fixed Assets, including the supervision of seven personnel in those areas.   Makes independent decision on achieving functional area objectives.  Verify the accuracy of accounting records for the Foundation’s general ledger for those functional areas.  Insure the records meet generally accepted accounting principles and sponsor agencies’ guidelines. Perform special financial analysis and reports as needed.  Interpret and recommend modifications to Foundation policies and develop operating procedures. Participates in the design of the accounting and finance system including “work flow”.
ESSENTIAL DUTIES & RESPONSIBILITIES:

1. Supervises A/R, Purchasing, Cashiering, A/P, and Fixed Assets. Responsible for developing policies and procedures in these functional areas. Interacts with other departments to maintain the Foundation’s accounting practices and methods. (40%)
2. Ensure that the Foundation’s financial transactions conform to Generally Acceptable Accounting Principles (GAAP) for non-profit organizations and American Institute of Certified Public Accountants (AICPA).  Ensure that these transactions conform to California State University System (CSU) guidelines, Office of Management and Budget circulars (OMB) and Cost Accounting Standard Board (CASB).  (20%)
3. Assist in the preparation of financial statements, corporate tax returns and agency compliance reports.   Prepare schedules for the annual and special audits. Oversees the accounting, reporting, and audit of the Foundation’s retirement (403) (b) plan.  (15%)
4. Supervise the maintenance of Fixed Asset record keeping and reporting. (10%)
5. Responsible for the Central Office annual budget analysis and reporting. (5%)
6. Work with Information Technology staff and others to fully implement the web-based “work flow” process throughout the Foundation.  (5%)
7. Perform other requested assignments from the Controller and the Director of Finance and Accounting. (5%)
INTERPERSONAL CONTACTS:

1. Reports to the Controller.

2. Contacts are regular with management and non-management personnel.

3. Interacts with central office staff, government agencies, bank or investment company representatives, independent auditors, and other vendors.

QUALIFICATIONS:

1)
Education

Bachelor’s degree in Business Administration with a concentration in accounting or finance or equivalent experience.

2)
Experience

Minimum of five years supervisory experience in accounting in a non-profit environment, preferably with the California State University System.  

3) Knowledge, Skills, Abilities required

· Thorough knowledge of generally accepted accounting principles.  

· Knowledge of non-profit accounting principles, statistical and mathematical manipulation and presentation of data and of computerized information systems.

· Hands-on experience with personal computers, computerized accounting systems, preferable experience with Sungard Bi-Tech’s IFAS accounting system.

· Knowledge of audit practices and procedures. 

· Demonstrate skills in learning, interpreting and applying policies to accounting transactions. 

· Demonstrate skills in analyzing, auditing, and reconciling complex accounting records and reports and drawing sound conclusions.  

· Demonstrate skills in using initiative and sound independent judgment within established guidelines.

· Demonstrated strong oral and written communication skills.

· Demonstrate ability to lead and direct the work of others in the department.

· Ability to prepare documentation for a variety of financial reporting requirements and for general correspondence analyzes results and draw logical conclusions.

· Ability to organize work, set priorities and meet critical deadlines with little supervision.  Ability to work effectively and maintain cooperative working relationships with others.

· Ability to perform advanced arithmetical analysis and calculations.

· Familiarity with purchase card (P card) implementation and operation desired.

4) Physical Requirements

· Must be able to operate a ten-key adding machine.

· Must be able to operate a PC including mouse and keyboard.

· Must be able to operate general office equipment.

· Must be able to sit for extended periods of time.

· Visual acuity associated with concentrated computer use.

5) Complexity of Duties

· Works on highly complex problem.
· Interpret policies and exercises judgment to determine appropriate actions.
· Works under general direction on specific assignments,
· Work is subject to limited review upon completion.
APPLICATION PROCEDURE
To apply for this position, you may submit a letter of interest and a resume or an application.  An application and other information may be obtained from the Foundation Human Resources Department, through the Foundation’s web site at http://www.sjsufoundation.org, or in person by visiting the Foundation, located at 210 N. Fourth Street, 4th Floor, San Jose, CA (corner of St. James & Fourth St.) An application will be required for those interviewed.
San Jose State University Research Foundation

Attn: HR/Job Code FIN - 101 

210 N. Fourth St.

San Jose, CA  95112

E-mail:  foundation-jobs@sjsu.edu

_____________________________________________________________________________________

The Research Foundation of San Jose State University is a separately organized non-profit corporation that receives no state funding for its operations and is totally self supported.  The majority of the organization’s funding comes from the federal government, and other public and private entities.  With annual revenues totaling over $65 million, programs managed through the Research Foundation cover a rich diversity of applied research, public services, and educational related activities.  The Research Foundation’s sponsored programs have enjoyed steady growth over the last several years, with a significant increase in federal funding anticipated for FY2008-09.  Last year the Research Foundation celebrated its 75th anniversary.

_____________________________________________________________________________________
Foundation employment is separate and distinct from San Jose State University or State of California employment.

SAN JOSE STATE UNIVERSITY RESEARCH FOUNDATION

The San Jose State University Foundation is an Equal Opportunity Employer and does not discriminate on the basis of race, religion, color, sex, age, national origin or disability.
