[bookmark: _GoBack]Job Title: Project Control Specialist
Job Location: Washington, DC

Overview: 
The American Institutes for Research (AIR) is a leading professional services firm which prides itself in conducting high-impact, high-stakes projects for significant Federal, state, and private organizations. The Corporate Finance Office (CFO) is a dynamic workplace within AIR with a clear agenda to develop a service oriented organization in line with the business. It is composed of a strong team of co-workers and challenging varied roles that aim to stretch and expand the value CFO delivers within American Institutes for Research (AIR). This position will be located in our Washington, D.C. (Georgetown) office.

CFO is looking for a Project Control Specialist. The position resides in the Program Finance Unit and reports to a Finance Director for one of the Program areas. Under minimal supervision, the Project Control Specialist provides financial and administrative support for moderately to highly complex projects and is involved with pricing, project and indirect cost control and budgeting. A fully capable incumbent will be proficient in the performance of all activities related to the life cycle of a long-term project, from initial pricing and budget preparation to closeout, including invoicing and account receivable collection.
Responsibilities: 
•Supports the Finance Director and project staff in the financial analysis and management of project and Program indirect costs.
•Serves as a liaison between the Finance Director, project staff, and other infrastructure units including Accounting and the Contracts and Grants Office.
•Develops and maintains project budgets and efficient financial filing and tracking systems for assigned projects and Program indirect costs.
•Assists with financial set-up and close-out of projects. 
•Tracks and monitors forecasted project expenditures against those actually incurred. 
•Prepares project and Program financial reports.
•Reviews monthly CostPoint financial reports and project financial records for inconsistencies, to ensure all expenses are allowable and billable and for the accuracy of project and accounting codes.
•Reviews and prepares invoices for payment from subcontractors, consultants, and other vendors.
•Prepares and submits invoices for assigned projects and manages resulting accounts receivable. 
•Enters information into CPPT, AIR’s budgeting and planning database, by working with Project Managers and AIR’s Contracts and Finance Office (CFO) to ensure that labor and non-labor budgets and forecasts are accurate within CPPT.
•Provides budget support to proposal teams; reviews the cost and business requirements of solicitations and ensures a compliant cost proposal response.
•Prepares pricing budgets, budget narratives, and ensures compliance with Federal and other funding agency costing requirements; ensures cost proposal schedules are properly prepared.
Qualifications: 
•Bachelor’s degree in Finance, Accounting, Business Administration or a related field is required.
•Master’s degree in Finance, Business Administration or a related field is a plus. 
•A minimum of 5-7 years of relevant work experience in federal government contracting, finance and cost proposal pricing/budgeting is required.
•Strong background in Project Management and Fixed Price Contracts.
•In depth knowledge of federal government cost accounting principles is required.
•Fine attention to detail, the ability to deal with confidential information, experience with large complicated budgets, and high level of proficiency in Microsoft Excel is required.
•In depth understanding of the Federal Acquisition Regulations (FAR) and various contract types, agreements and grants is required.
•Flexibility and ability to consistently meet deadlines is required.
•Ability to work independently as well as part of a team is required.
•Excellent written and oral communication, organizational, and strong analytical skills are required.
•Knowledge of Deltek CostPoint is a plus.


AIR offers an excellent compensation and benefits package, including a fully funded retirement plan, generous paid time off, subsidized garage parking, and tuition assistance. For more information, please visit our website at www.air.org.  To apply, please go to http://jobs-airdc.icims.com?&sn=insidengo.org and conduct a job title search.  EOE.

