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Desert Research Institute



POSITION ANNOUNCEMENT

Assistant Controller
Controller’s Office

Position #10-036
Rank 0


POSITION DESCRIPTION

Reporting to the Assistant Vice President/Controller, the Assistant Controller participates in the administration of all activities of the Controller’s Office and the Grants and Contracts area of Sponsored Research Office.   Individual will serve as Acting Controller in the Controller’s absence.  Areas of responsibility include general accounting, financial statements for the Desert Research Institute (DRI) and its Foundation, management of the DRI Travel Office, budget preparation, management of accounts receivable, complex financial reports, fixed asset administration, cash management, employee supervision and management development, and/or revision of policies and procedures.  The successful candidate will exhibit the highest professional standards and ethical principles and dedication to providing the highest quality of service to all constituencies of the Institute.
As the environmental research arm of the Nevada System of Higher Education (NSHE), DRI conducts cutting-edge applied research in land, air, life, and water quality across Nevada, the United States and on every continent.  With more than 500 employees and two main campuses in Reno and Las Vegas, DRI generates nearly $50 million in total annual revenue.  DRI’s faculty members are untenured, entrepreneurial and responsible for their own salaries from external grants and contracts.  This blend of academic rigor and private-sector pragmatism has earned DRI a reputation for delivering rapid, high-quality environmental science in a businesslike fashion.

DUTIES INCLUDE:
· Prepare financial statements, financial reports, coordinate audit activities, and other information reports and request; ensures accuracy and integrity of financial reporting.

· Provide direction and assistance regarding accounting and budgeting policies and procedures, implementation of new practices and procedures, and efficient control and utilization of financial resources.

· Develop and manage budgets and perform periodic cost and productivity analyses.

· Maintain current knowledge of DRI and NSHE policies and procedures, federal policies and directives, and current accounting practices 

· Serve as Purchasing Card Administrator, establish policies and procedures, and monitor card usage and monthly bill

· Serve as the DRI primary contact as the NSHE banking partner; includes maintaining check supplies, using online banking software, and reconciliation of bank accounts

· Oversee and implement computer software, hardware, and networks, and provides leadership in the integration and management of automated financial management systems 
· Supervise and manage staff performing the functions of accounts payable, cash receipts, and processing of accounting transactions and fixed assets
· Supervise the operations of the travel office and the claim process

· Oversee the payroll reconciliation charges between accounts in conformity with state, federal, and NSHE policies and procedures

REQUIRED EDUCATION / EXPERIENCE
· Bachelor’s degree from an accredited college or university.

· CPA certification
· At least 7 years of progressive experience in financial accounting or auditing in a not for profit environment
· At least 4 years experience managing professional and technical staff
· Experience in the use of a variety of computer applications and accounting systems (Windows, MS Office Suite)
· Demonstrated ability to maintain confidential information, communicate effectively both oral and written and collaborate with others

· Demonstrated ability to prioritize and complete multiple tasks within time constraints

· Knowledge of federal and state financial regulations as they pertain to documentation standards and processing of accounting transactions
· Ability to analyze and interpret financial data and prepare financial reports, statements and/or projections

· Strong analytical, organizational, and leadership skills

· Employee development and performance management skills

· Commitment to providing exceptional customer service
**SPECIAL NOTE**

· Finalist will be required to submit to a fingerprint background check

PREFERRED EDUCATION / EXPERIENCE
· Experience implementing ERP systems
· Experience in process improvement and change management
SALARY / BENEFITS
Expected starting salary range will be $65,000 - $80,000 per year, but is negotiable based on education and experience.  DRI provides an exceptional benefits package (see benefits summary at http://www.dri.edu/Admin/HR/docs/facultybenef.doc) 

APPLICATION / REVIEW PROCESS

To ensure full consideration, applicants must submit:

1) a cover letter detailing how they meet DRI’s education and experience requirements, 
2) current resume, and 
3) contact information for three professional references.  
Applications not meeting these requirements will not be considered.

NOTE: The individual who is offered and accepts this position must provide (within 30 calendar days of his/her start date of the position) a copy of the transcript(s) awarded by an accredited institution as recognized by the United States Department of Education and/or the Council on Higher Education Accreditation (CHEA).

Refer to position #10-036.  Review of applications will begin immediately and continue until May 19, 2006.  Send materials to: Human Resources, DRI, 2215 Raggio Parkway, Reno, NV 89512; email MSWord-compatible attachments to recruit@dri.edu; or fax application materials to (775) 673-7339. To learn more about DRI, visit our Web site at www.dri.edu or call (775) 673-7332.

DRI is an AA/EEO employer that only employs U.S. citizens and aliens lawfully authorized to work in the U.S.  Women and under-represented groups are encouraged to apply.
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