NOTICE OF VACANCY    
TITLE:


Assistant controller & grants Manager 




FINANCE DEPARTMENT




Job Summary:  
Ensure the timely reporting of internal department financial statements and grant expenditure quarterly reports.  Maintain all department cost center and grant books with proper documentation.
Responsibilities:  

· Manages all aspects of grant reporting and analysis, including preparation of budgets, analysis of budget variances, and required fiscal reports to funders. 

· Completes assigned quarterly/monthly financial reports on time and maintain the proper backup within the specified grant book

· Maintains master listing of all grants identifying key 
· Ensure that all grant books have award letters and budget detail.

· Proactively communicates with program managers regarding budget variances for grant and non-grant programs. Provides consultative support to managers regarding opportunities to improve fiscal results. 

· Works with the Controller to prepare or manage reconciliation of all balance sheet and income statement accounts. 

· Coding of all grant and contribution receipts with general ledger accounts

· Understand and create the necessary journal entries to book the revenue deferred revenue and receivable for specific grants

· Assist with the preparation of the budgets for United Way  

· Complete miscellaneous reports or requests from supervisor when needed

· Ensure that petty cash is replenished as needed

· Cross trained/back-up for Payroll 

· Prepare monthly posting of operating cash account activity.

· Assist in the close of the monthly financial reporting cycle.

QUALIFICATIONS:


· Bachelors degree in accounting with at least three years of experience in comparable position

· Strong interpersonal skills; ability to interact effectively with all levels of staff.

· Proficient with word processing and spreadsheet applications.  Possess solid general computer skills, including ability to work in a Windows XP environment.   Familiarity with specific applications used by the Village, including Outlook. Experience with Access a plus

· cultural competency

· commitment to Total Quality Management

· Physically able to perform the essential functions of the position, with or without reasonable accommodations.

SEND RESUME TO: 

Lucie Rivera, Human Resource Generalist





The Village for Families & Children, Inc





331 Wethersfield Avenue





Hartford, CT 06114

E-mail:  jobs@villageforchildren.org

The Village for Families & Children, Inc. is an Affirmative Action/Equal Opportunity Employer, a United Way member agency, and accredited by the National Council on Accreditation of Services to Children and Families.

Our Mission:  To Build a Community of Strong, Healthy Families who Protect and Nurture Children

