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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  COMPTROLLER
1.00
GENERAL STATEMENTS

1.01
POSITION SCOPE

a. The Comptroller is directly responsible for supervision and operation of all daily Business Office functions, maintaining internal controls, preparation of various accounting and financial reports, preparation of payroll and related reports and assisting the Vice President for Finance and Operations, as needed.

b. The Comptroller participates in the formation of general college policies as a member of Standing Institutional Committees and through appointment to a task force or consultant group by the President.

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  Vice President for Finance and Operations
b. Function/Category of Position:  Institutional Support/Management Supervisory

c. Terms of Employment:  12 months (July 1-June 30)

d. Salary Category:  V
2.02
Supervision

a. Supervision Received:


      -The Comptroller reports directly to the Vice President for Finance and Operations.

b. Supervision Exercised:

     - The Comptroller directly supervises the Business Office Staff and student assistants assigned to the business office.





2.03
Key Areas of Responsibility

a. Plans, directs, assesses and is responsible for all of the accounting functions including the administration of student accounts – billing and tuition payments, disbursement of student financial aid, accounts receivable, collections and accounts payable.
b. Prepare payrolls and related reports.
c. Supervise coordination of Business Office functions with Financial Aid and all College departments. 
d. Supervise accounting workflow and generate assignments of Business Office Staff.
e. Assist with preparation of bid documents and analysis of bids.
f. Monitor grants to insure revenues and expenses are recorded accurately in the accounting system to meet financial and audit requirements.
g. Monitor and ensure timely payment and reporting of annual music licenses.
h. Monitor and ensure timely payment of contracts.
i. Request and reconciliation of Federal (i.e. Pell, SEOG, Student Loans, Work-study), State and Local funds.
j. Prepare bank reconciliations for all College accounts each month.
k. Coordinate preparation of work papers for audits and assist auditors, as necessary.
l. Assist with preparation of IPEDS reports, KACCBO survey, Higher Learning Commission financial report and other reports, as needed.
m. Assist with preparation and management of College working and appropriation budget.
n. Prepare financial analysis, as needed.
o. Assist with management of Section 125 plan and 403(b) plan, including annual            employee enrollment.
p. Assist with fixed asset accounting and preparation of depreciation schedules.
q. Provide oversight of internal controls to assure proper accounting and compliance with state statutes and Federal requirements.
r. Assume other responsibilities assigned by the Vice President for Finance and Operations.
Adopted:  June 10, 2 014
Revised:   July 2022








       II-C-1.11
Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.




