[bookmark: _GoBack]AMIDEAST is a leading American non-profit organization engaged in international education, training and development activities in the Middle East and North Africa.  Founded in 1951, AMIDEAST in its early years focused on promoting U.S. study to students in the MENA region and managing U.S. scholarships and exchanges such as the flagship Fulbright Foreign Student Program.  While these important programs continue apace, our work has expanded significantly. 
Today AMIDEAST programs and services touch the lives of half a million individuals a year – improving educational opportunities and quality, strengthening local institutions, and developing language and professional skills critical for success in the global economy. 
We are seeking talented, ambitious professionals to join our expanding organization:

Position:			Controller

Department:			Finance/Accounting

Immediate Supervisor:		Vice President of Finance/CFO

		 

Summary Job Description:   Responsible for the management and integrity of AMIDEAST accounting, financial systems and internal and external reporting; ensuring standardization and consistency in all accounting processes throughout the organization.  
Responsibilities:

· Provide leadership and guidance for HQ and FO accounting activities, processes and systems
· Manage the monthly close calendar/process ensuring timely reporting of monthly financial results
· Ensure timely and accurate monthly reconciliations of all accounts
· Monitor and maintain the chart of accounts
· Manage headquarter audits and provide oversight and guidance for Field Office audits
· Ensure compliance in all external financial reporting
· Manage billing and invoicing of programs/projects
· Prepare/coordinate AMIDEAST tax filings, indirect rate negotiations, and various registrations
· Maximize the use of Costpoint to support AMIDEAST’s accounting and financial operations
· Financial systems liaison with Information Technologies group on technical matters
· Maintain effective relationships with banks, investment companies, credit card companies and other service providers
· Supervise the day to day activities of the Headquarter accounting team, which includes Accounts Payable, Payroll, Accounts Receivable, Cash Management, and General Accounting
· Oversee training and development of Accounting staff and other staff as required
· Work closely with program staff to ensure that accounting and reporting requirements are achieved
· Work closely with HR, IT and OS staff to ensure that administrative processes are streamlined, seamless, and forward-looking
· Lead appropriate record retention practices to ensure safeguarding of financial records
· Ensure effectiveness of internal controls and segregation of duties
· Promote continuous improvement of financial processes and the effective use of automation
· Develop process documentation for all processes
· Other duties as assigned

Qualifications:

· Bachelor’s degree in Finance or Accounting; MBA or CPA required
· 10+ years professional accounting experience; Government contractor or Nonprofit experience preferred (USAID, USDOS)
· Supervisory experience required
· In-depth understanding of Generally Accepted Accounting Principles (and associated Accounting Standards and requirements for non-profit organizations, government contracts and indirect rates) 
· Solid understanding of OMB Circulars A-110, A-122, A-133 and experience managing audits
· Familiarity with Federal Program reporting commitment to recruiting, mentoring, training, and retaining a diverse team, with the foresight and ability to delegate accordingly
· Process-oriented, with experience in documenting processes and procedures
· Excellent computer skills; proficiency in MS Office applications, experience with Deltek Costpoint and Cognos Impromptu report writer
· Strong oral and written communication skills
· Strong analytical and problem solving skills
· Demonstrates world class cultural attributes and behaviors in all interactions

TO APPLY:

Please submit your resume, cover letter and salary history via our online application system.  Apply online at http://forms.amideast.org/forms/ats_client/ No phone calls, please. 

This job description is not intended to be all-inclusive, and the employee will also perform other reasonable related business duties.  AMIDEAST reserves the right to change job duties and responsibilities as the needed.  This job description does not constitute a written or implied contract of employment.  EOE


