Controller
Northern California

The Controller will be a strategic thought-partner, and report to the General Manager. The

successful candidate will be a hands-on and participative manager and will lead and develop an

internal team to support the following areas: accounting, finance, business planning and

budgeting, forecasting, negotiations, compliance, administration, and IT. In addition to the

Club’s 501 C 7 Member Owned status,

The Controller will play a critical role in partnering with the senior leadership team in strategic

decision making and operations as the Club continues to enhance its quality programming and

build capacity. This is a tremendous opportunity for a finance and operations leader to

maximize and strengthen a well-respected, high-impact organization.

Duties and responsibilities

Financial Management

Analyze and present financial reports in an accurate and timely manner; clearly
communicate monthly and annual financial statements.

Coordinate and lead the annual audit process, liaise with external auditors and the
finance committee of the board of directors; assess any changes necessary.

Oversee and lead annual budgeting and planning process in conjunction with the
General Manager; administer and review all financial plans and budgets; monitor
progress and changes and keep senior leadership team abreast of the organization’s
financial status.

Manage organizational cash flow and forecasting.

Implement a financial management/ reporting system required to support accounting;
ensure that the billing and collection schedule is adhered to and that financial data and
cash flow are steady and support operational requirements.

Update and implement all necessary business policies and accounting practices; improve
the finance department’s overall policy and procedure manual.

Effectively communicate and present the critical financial matters to the board of
directors. Be able to discuss and provide additional reports as requested by the Finance

Committee and Board as needed.



» Provides leadership in the development for the continuous evaluation of short and long-
term strategic financial objectives.

» Formulates, receives and recommends policy proposals for approval relating to
accounting, contributions and auditing, the budget and cost control, preparation and
payment of payrolls, tax matters, compilation of statistics and office methods Ensures that
all legal requirements are consistently adhered to, including wage and hour and federal,
state and/or local laws.

» Provide executive management with advice on the financial implications of business
activities.

» Familiar with physical plant improvement and project processes. In the next two to three
years a significant remodel of first floor public areas will be completed. Cash flow and

progress payment management is highly desirable.
Technology and Administration

»  Supports the Club’s human resources and administration, enhancing professional
development, compensation and benefits, performance evaluation, training and
recruiting.

» Supports Human Resources strategies: department accountabilities, staffing,
employment processing, compensation, health and welfare benefits, training and
development, records management, safety and health, AA/EEO compliance, and labor
relations.

» Supports management by providing human resources advice, counsel, and decisions;
analyzing information and applications.

* Guides management and employee actions by researching, developing, writing, and
updating policies, procedures, methods, and guidelines; communicating and enforcing
organization values.

» Complies with federal, state, and local legal requirements by studying existing and new
legislation; anticipating legislation; enforcing adherence to requirements; advising
management on needed actions.

» Updates job knowledge by participating in conferences and educational opportunities;
reading professional publications; maintaining personal networks; participating in
professional organizations.

» Enhances department and organization reputation by accepting ownership for
accomplishing new and different requests; exploring opportunities to add value to job

accomplishments.



Work closely and transparently with all external partners including third-party vendors
and consultants.
Keeps up-to-date on information and technology affecting functional area(s) to increase

innovation and ensure compliance.

Minimum Qualifications

Minimum of a B.A., CPA or related degree

At least 7-10 years of overall professional experience; ideally 6+ years of broad financial and
operations management experience. Private Club experience preferred.

The ideal candidate has experience of final responsibility for the quality and content of all
financial data, reporting and audit coordination.

Ability to translate financial concepts to effectively collaborate with programmatic and
fundraising colleagues who do not necessarily have finance backgrounds

Technology savvy with experience selecting and overseeing software installations and
managing relationships with software vendors; knowledge of accounting and reporting
software

Commitment to training programs that maximize individual and organization goals across
the organization including best practices in human resources activities

A successful track record in setting priorities; keen analytic, organization and problem-
solving skills which support and enable sound decision making

Excellent communication and relationship building skills with an ability to prioritize,
negotiate, and work with a variety of internal and external stakeholders

A multi-tasker with the ability to wear many hats in a fast-paced environment

Personal qualities of integrity, credibility, and dedication to the mission of the Club

Skills Requirements

PC proficiency is essential (Windows environment) and strong working knowledge of
Excel and accounting software is preferred.

Knowledge of Clubessential platform, back office, billing communication modules.
Effective interpersonal skills, ability to communicate and manage well at all levels of the
organization and with staff.

Strong problem solving and creative skills and the ability to exercise sound judgment
and make decisions based on accurate and timely analyses.

Maintain a high level of integrity and dependability with a strong sense of urgency and
results-orientation.

Respectfully treats all members, staff and guests of the club. Is an effective and gracious
communicator and with staff and clientele.

Please send all confidential resumes to brian@globalhospitality.com



