
         
 

JOB DESCRIPTION 
 

 

POSITION TITLE: 
 

Controller COMPANY NAME: UJFT/SFC  

REPORTS TO: CFO CLASSIFICATION: Full-Time Exempt 

POSITION SUMMARY:  
The United Jewish Federation of Tidewater ("UJFT”) seeks an experienced Controller to manage 
the financial departments of the UJFT and its affiliate agency.  Under the leadership of the Chief 
Financial Officer, the Controller's responsibilities include, but are not limited to developing, 
implementing and managing the accounting workflow used for collecting, analyzing, verifying, and 
reporting financial information of assigned agencies to ensure the systems reflect the accurate 
financial position of the agencies.  Preparing monthly financial reports; assisting the CFO in the 
development of agency budgets; monitoring revenue and expenses; maintaining accounting 
controls; collaborating with other departments to ensure financial operational objectives are met.  
 

PRIMARY DUTIES AND RESPONSIBILITIES:   
➢ Achieves accounting operational objectives by preparing accurate and timely accounting information 

and monthly financial statements for review by CFO and Executive Vice President. 
 
➢ Prepares monthly financial reconciliations; completes audit schedules, State filings, contribution 

letters, worker’s compensation audits and other required filings; oversees Membership Software in 
JCC, General Ledger Software for UJFT and Campus 

 
➢ Assists in developing short- and long-term goals and objectives for the Accounting Department, 

ensuring that plans, goals and policies are consistent with established Agency-wide goals and are in 
accordance with legal regulations and requirements. 

 
➢ Meets accounting financial objectives by forecasting cash requirements; assists CFO in preparing 

annual budgets; analyzes variances and helps with initiating corrective actions. 
 
➢ Confirms financial status by monitoring revenue and expenses, coordinating the collection, 

consolidation, and evaluation of financial data, preparing special reports and surveys. 
 
➢ Completes or ensures completion of reports and analyses for departmental operations as requested 

by management.  Conducts cost, ratio and trend analysis, and other comparative examinations as 
appropriate. 

 
➢ Maintains accounting controls by defining accounting policies and procedures.  Maintains financial 

security by establishing and maintaining internal controls and written procedures.   
 

➢ Ensures that all affected employees are well informed of accounting policies, procedures and 
regulations.  Facilitates consistency all levels of each agency of accounting operations. 

 
➢  Review Semi-Monthly UJFT/SFC payroll for accuracy. 

 
➢ Participates in a wide variety of special projects, compile a variety of special reports, and complete 

other related work as assigned.  
 
➢ Trains, supervises and coordinates workload of assigned personnel  

 



Qualifications: 
 
➢ Bachelors and/or Master’s Degree in Accounting and at least 7 years of experience in 

accounting, or an appropriate combination of education and experience.  Non-profit 
experience preferred. 

 
➢ CPA certification preferred. 
 
➢ Highly proficient in the use of MS Office (MS Word, Excel, PowerPoint & Outlook) and the 

use of other database/accounting packages.  
 

➢ Proficiency in Microsoft Dynamics/Great Plains software preferred. 
 
➢ Ability to evaluate department and organization financial status and report results and 

synthesize all forms of research into clear, thoughtful, actionable deliverables.  
 
➢ Proficient at establishing sound budget goals and objectives. 

 
➢ Working knowledge of applicable FASB accounting rules for the non-profit industry.      
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