Posted December 12, 2011


Helen Keller International
Job Announcement – Controller
New York, New York
Overview:

Established in 1915 with Helen Keller as a founding trustee, Helen Keller International (HKI) works to save the sight and lives of the most vulnerable and disadvantaged.  Headquartered in New York City, HKI currently has programs in 21 countries in Africa and Asia as well as in the United States.  HKI envisions a world where the most vulnerable populations effectively access services and products to prevent and treat blindness, low vision and malnutrition.  To accomplish this, HKI builds the capacity of local governmental, civil society and private sector systems and infrastructure, and promote the development of sustained, large-scale programs that deliver effective preventative and curative eye health and nutrition services.
With more than 700 staff worldwide and an annual cash operating budget in FY11 of nearly $45 million, the organization has undergone significant growth over the past decade and has a diverse pool of institutional donors.  HKI now seeks a Controller to work as a member of a strong Global Operations Team.
Scope of the Position:

Reporting directly to the Chief Financial Officer (CFO), the Controller serves as the chief accountant of the Agency ensuring appropriate accounting practices and internal controls are maintained which verify the integrity of all systems, processes, and data; that all financial data is captured and recorded in an accurate, timely manner in compliance with Generally Accepted Accounting Procedures; and that Profit & Loss and Balance Sheet information is accurately represented.
The Controller oversees the daily finance and accounting functions at Headquarters including accounts payable, general ledger, cash management, financial systems, annual audit, payroll and financial reporting and collaborates with senior regional staff to oversee all matters related to field accounting and finance.  S/he also works with the CFO on setting strategy for the department and developing relevant policies and procedures.   

Finance & Reporting

· Manage the daily finance functions of accounts payable, General Ledger, payroll, project accounting, and cash management.
· Manage the annual Agency Finance and Accounting calendar to ensure deadlines are met.

· Prepare financial statements for management review and for inclusion in timely filings to USAID and other regulatory bodies.
· Oversee the timely and accurate fiscal and calendar closings for organization-wide internal and external reporting: 1099’s, 941’s, Schedule of Federal Awards, Financial Statements, Income Statement, Balance Sheet Statements, Cash Flow Report, Functional Expense statement, NICRA calculation, Temporarily Restricted Fund Balance Statement, Notes and Footings to audit statements, Trial Balance, Project income/expense reporting, Field Account Status Report, SF-269, SF-272, and Internal checkbook.
· Responsible for timely filing of Form 990 and annual USAID registration.
· Analyze variances on monthly unrestricted income statement for budget vs. expenses by department.
· Review trial balance on a monthly basis and resolve balances incorrectly presented on general ledger, including the clearing accounts, employee advances, credit card, accrual and other accounts.
· Oversee financial closeouts of government and private sector grants.
· Compute actual NICRA and allocate project overhead and revenue on a monthly basis.

Audit

· Manage the annual financial statement and A-133 audit process and organize audit schedules keeping the President and CFO abreast of issues.
· Manage audits from external parties including DCAA, Clients/Donors, IRS, Department of Labor and banks.

Treasury

· Manage and maintain the organization’s investments and monthly cash flow including oversight of all USAID and DOE draw-downs, authorizing field advances, cash receipts and outlay, bank transfers and liaising with banking and investment institutions.
· Maintain internal checkbook for all Headquarters bank accounts, review daily cash receipts for restriction classification.
· Review agency wide bank account reconciliation reports.
· Maintain bank and investment account relationships including completing bank documents and monthly analysis of fees.

Management

· Oversee all special requests to Finance and Accounting Department, delegate tasks and monitor responses.  In coordination with the CFO and Field Accounting staff, ensure high quality financial support to projects, countries and Headquarters staff.  Promote proactive customer service and communicate regularly to sustain strong financial reporting systems.
· Directly supervise five Finance and Accounting Department employees in accordance with the organization's policies and applicable laws, including interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; and addressing complaints and resolving problems.

Skills/Knowledge Required:

The successful candidate will have:

· Seven to ten years of directly related accounting experience plus at least a Bachelor’s degree in Accounting (Master's degree (M. A.) or equivalent preferred), or equivalent combination of education and experience.
· CPA certification highly desirable
· Experience working with USAID grants, preferably at an international non-profit.
· Solid GAAP and reporting skills coupled with strong analytical and budgetary experience, as well as a sound understanding of CFR, FAR and CAS regulations
· A “partner-like” leadership style necessary to be effective in an organization of highly motivated staff with a diverse set of skills and perspectives

· Analytical and conceptual skills, as well as the curiosity and learning agility necessary to be successful in a growing organization with evolving financial and operating systems

· Demonstrated high-level proficiency in the use of various financial related software (spreadsheets, accounting packages) and/or manual accounting systems
· Experience with Financial Edge and/or Serenic, an advantage
· French language skills a strong plus
To Apply:

Qualified candidates should submit a cover letter and resume to hkihr@hki.org noting “Controller” in the subject line.
