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TITLE:   CONTROLLER  GRADE:  417 
  
TITLE ABBREVIATION:  CONTROLLER             EEO CODE:  1                            CODE:  F4008N   
 
FLSA CODE:  EX     REVIEWED DIR HUMAN RESOURCES:          DATE: 
                          
DIVISION:    FINANCE              DEPARTMENT:  ACCOUNTING 
 
SUPVR’S TITLE: CFO                    APPRVD CEO/GM:       DATE: 
 
 
SUMMARY OF RESPONSIBILITIES:  This class is responsible for managing the Accounting Department in 
the Finance Division.  Responsibilities include, but are not limited to, supervising the day-to-day maintenance and 
operations of the Public Works Commission’s central accounting system; managing cash/investments/financial 
statements/annual audit/ accounts receivable/accounts payable and payroll.   Operating within the framework of 
policies established by the Chief Officer, independent judgement is allowed in determining operating methods and 
controls.  Supervision is exercised over professional, technical and clerical personnel.  Performs related work as 
required. 
 
ESSENTIAL FUNCTIONS: 
 
1. Assures safety rules are enforced and no lost time accidents occur; 
 
2. Advises/assists the Chief Officer and appropriate staff in carrying out the functions/responsibilities within 

the department; develops/establishes objectives/long range plans; assures all goals are met; 
 
3. Assures development/enforcement of effective safety and training programs; 
 
4. Pursues the application of management concepts throughout the department in order to promote the 

growth of employees and the business;  
 
5. Responds to customer’s (internal and/or external) concerns/complaints in a professional/timely manner; 

communicates concerns/complaints to Chief Officer, when appropriate; maintains composure at all times; 
provides accurate/timely reports to the Chief Officer, in all areas of responsibility; 

 
6. Develops annual work plans, programs, staffing requirements, equipment requirements, and related 

budgets; 
 
7. Develops/recommends, to the Chief Officer, the departmental organizational structure best suited to carry 

out the department’s objectives;  
 
8. Monitors contractors for satisfactory performance and budgetary compliance; 
 
9. Interviews, selects, hires, promotes, demotes, transfers, and recommends termination of employment to 

the Chief Officer; reviews the performance of staff to encourage growth and development;  
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CONTROLLER:  continued 
 
10. Assures that position descriptions are prepared for all positions in the department and are maintained 

current; 
 
11. Conducts staff meetings to improve communication/address problems; recommends solutions; 
 
12. Delegates authority to departmental supervisors with full recognition that delegation of authority does not 

relieve overall responsibility; 
 
13. Recommends approval of travel/vacation/leaves of staff; 
 
14. Processes requisitions for departmental budgetary expenditures; 
 
15. Performs timely employee reviews in accordance with PWC policies/procedures; subordinates, 

collectively, meet 98% of their standards; 
 
16. Pursues/evaluates/implements technological opportunities relevant to departmental needs; 
 
17. Reconciles general ledger account balances to supporting documentation; investigates discrepancies; 

takes corrective action as approved by the Chief Officer; 
 
18. Analyzes financial records, reports, and information; performs a variety of fiscal and financial duties and 

responsibilities in the financial operations; assists with year-end accounting and fiscal process; 
 
19. Provides consultation/technical support to sections within the department; 
 
20. Prioritizes work, based upon project requirements, to ensure effective utilization of available resources.  
 
 
EQUIPMENT OPERATED:  Computer, calculator, communication equipment, and other equipment, as 
required. 
 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS, AND ABILITIES: Thorough knowledge of safety 
rules/regulations/ procedures, as appropriate; thorough knowledge of operation management concepts; thorough 
knowledge of GAAP, FERC accounting, GASB, general statutes, laws, policies, procedures, principles, and 
practices of accounting/budgeting in local/municipal governments; knowledge of computer systems applications; 
ability to communicate effectively, both orally and in writing; ability to research, plan, coordinate, schedule, 
project, and prioritize work; ability to prepare and maintain  reports/records; ability to manage/ supervise 
people/projects; ability to maintain effective working relationships with all levels of customers, employees, 
officials, vendors, contractors, and the general public. 
 
 
MINIMUM QUALIFICATIONS:  Graduation from an accredited four (4) year university/college with a 
Bachelor’s Degree in accounting or finance and a minimum of five (5) years of progressively responsible 
experience in accounting or auditing which includes supervisory experience.  Master’s degree, CPA, CMA or 
CPFO certification is highly desirable and a working knowledge of utility accounting is preferable. 
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CONTROLLER:  continued 
 
 
SPECIAL REQUIREMENTS:   N/A  
 
 
PHYSICAL REQUIREMENTS:    Must be able to perform the essential functions of the position. 
 
 
SAFETY HAZARDS:  Minimal. 
 
 
PROTECTIVE EQUIPMENT: As required in the Public Works Commission’s Safety Manual. 
 
 
EMPLOYER’S RIGHTS:  This job description is general and illustrative of the kind of duties required of 
this position.  It is not exhaustive and does not contain a detailed description of all the duties that may be 
assigned to the incumbent occupying this position. 
 
 
 
 
 
ExFINjdController 2011/10/17/11//br/mf 
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