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Employment Opportunity – Controller (¼ to ½ time) 

Position Summary

Reporting to the President, the Controller is responsible for financial reporting; establishing, researching and maintaining accounting principles, practices and procedures; monthly forecasting with budget vs. actual analysis; assisting with quarterly reviews and annual audits; ad hoc financial reports when required and improvement of processes/procedures in addition to supervising Taylor’s accountant while providing oversight of day-to-day accounting functions.  In addition, the Controller is responsible to oversee the Facilities/Maintenance Department, and may be called upon to take on other assignments as required by the President.
Position responsibilities include but are not limited to: 

· Analyzing all aspects of finance including cost controls, performance measurements, and create budgets and forecasts along with other reporting packages providing recommendations necessary to achieve Taylor’s objectives and goals

· Responsible for maintaining policies and procedures for area of specialty while ensuring they are in accordance with Taylor policies and Generally Accepted Accounting Principles

· Ensures month end close is complete and up-to-date, accounting tasks are done accurately and timely and all account reconciliations are completed

· Coordinating annual audit/review including preparations of working papers & schedules to ensure accounting records & reports are in compliance with GAAP and government regulations

· Submit various tax forms including GST returns as required

· Supervise the senior accountant who handles A/P, A/R and payroll; must be able to step in and assist when need arises 

· Work with management to track and report quarterly financial activity of investments and endowments

· Responsible for managing fixed assets

· Initiating & developing additional reports and business processes are required

· Ensure proper insurance is maintained for the campus and its possessions, activities and staff/faculty, as required
· Administer cell phone, land line and IT contracts, as well as other vendor contracts as required
· Supervise Facilities/Maintenance department

Candidate qualifications

· University or College Diploma in Accounting or Finance (strong preference will be given to those applicants possessing a CGA or CMA designation) 
· Accounting experience of 7 years minimum
· Management experience of 5 years minimum
· Knowledge of not-for-profit accounting, including related financial accounting standards

· Proficiency in Microsoft Office suite is expected

· Fluent in computing programs; able to learn new systems and share the knowledge effectively

· Jenzabar or ERP software experience an asset

· Strong attention to detail with excellent analytical skills

· Committed to continuous improvement

· Accepts change and is a positive thinker in the face of challenges and change

· Demonstrates professional judgment and initiative in their everyday work

· Good communications, writing and interpersonal skill required

· Working knowledge of ADP Payroll is an asset
· Experience in the post-secondary sector is an asset

This is not a complete itemization of all facets of this position.  Taylor may alter this role profile as the deliverables for the position so require.  The Controller works within general Taylor College and Seminary policies and agrees to the World Evangelical Fellowship Statement of Beliefs and Lifestyle Standards.
Candidates interested in applying for this position are asked to send their résumé with cover letter to the President, Dr. David Williams, at david.williams@taylor-edu.ca.  Review of applications will begin after Friday August 14th, 2009.  This search will remain open until a suitable candidate is found. 



About Taylor

Taylor College and Seminary, founded 70 years ago as the Christian Training Institute, exists to develop Christ-minded leaders who make a difference in the world. Taylor provides a distinctively Christian atmosphere both in class and out, which gives our students the opportunity to develop academically, socially and spiritually. 

Taylor is in the midst of significant transition, having recently ended its university degree programs.  However, it remains committed to serving the educational needs of the church. Taylor Seminary is actively recruiting students to another busy fall semester, and Taylor College is preparing to serve students with courses and programs that meet a range of educational needs. Taylor is also launching new learning opportunities under the banner of the E P Wahl Centre, and will be announcing more about this initiative in the weeks and months ahead.
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