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Job Title:  Controller  
Reports to:  CEO 
FLSA Status:  Exempt 
Department:  Fiscal 
Date:   July 28, 2020   
 
Summary 
We’re launching a new vision at NAPCA. In the next 5 years our organization will be moving head 
on to address economic insecurity and poverty affecting vulnerable older adults (especially 
individuals who may have language barriers and lack of access to opportunities) throughout the 
country. We are excited for this new chapter of our 40-year history and now NAPCA is searching 
for a Controller in our Seattle, WA (HQ) office with a high standard for performance and oversight 
to join our team. Our organization is placing a priority for candidates who have at minimum 5 
years of federal nonprofit contracts and audit experience. In addition, they should possess a 
strong command of financial reporting, budgeting, developing proper controls (policies, 
systems, and processes) and accounting.  
 
To Apply 
E-mail us a cover letter (less than 1 page) addressing our priorities listed in the summary, your 
resume, and 3 professional references to admin@napca.org. Please write in the subject line: 
“NAPCA’s Controller” 
 
Essential Functions and Duties 
 
Finance and Accounting 

• Guides financial decisions by establishing, monitoring, and enforcing policies and procedures 

• Provide accurate and timely dissemination of all financial reporting and analysis as requested 

internally and externally (monthly financial statements, cost and price analysis of contracts, 

financial projections, and forecasting) 

• Provides status of financial condition by collecting, interpreting, and reporting financial data 

• Protects assets and steward resources from grant contracts by establishing, monitoring, and 

enforcing strong internal controls, processes, and systems 

• Monitors and confirms financial condition by conducting audits, presenting information to 

external auditors, and ensuring the organization always takes a proactive approach to our 

financial health. Also includes setting a high standard for maintaining financial records in a 

manner ready for annual audits 
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• Complies with federal, state, and local legal requirements by studying existing and new rules 

and legislation, enforcing adherence to requirements, filing financial reports, and advising 

management, program staff, and board members on needed actions 

• Prepares government and contract reporting as required 

• Negotiate indirect cost rate  

• Advises on negotiation of leases, insurance coverage, and investments 

• Assists with development of strategic management and financial planning to maintain the stability 
and profitability of the organization 

• Advises on capital equipment purchases and disposal 

• Maintains inventory of depreciable assets 

• Prepares and works with teams to create budgets by establishing schedules; collecting, 

analyzing, and consolidating financial data; recommending plans 

• Achieves budget objectives by scheduling expenditures; analyzing variances; initiating corrective 

actions 

• Maintains financial staff by recruiting, selecting, orienting, and training employees 

Maintains financial staff job results by coaching, counseling, and disciplining employees; 

planning, monitoring, and appraising job results 

• Protects operations by keeping financial information and plans confidential 

• Assists staff with contract negotiations, including budget support 

• Works with staff to administer and monitor financial components of our partnerships with 

subcontractor contracts, including invoicing, budget compliance, progress reporting, and 

contract compliance 

 
Education and Experience 
• Bachelor’s degree in finance or accounting, or equivalent combination of education and experience  

• Minimum 5 years accounting experience in professional environment with employment background 
in financial management, reporting and statements or equivalent combination of experience and 
certification (CPA) 

• Experience with and understanding of OMB’s Uniform Guidance is a requirement 
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• Experience with budgeting (including capital budgets), as well as budget monitoring/reporting 

• Experience with financial and contract management of federal, state, and local government grants 
and contracts 

• Experience with multi-state tax laws and regulations (CA, WA, IL, DC and more) 

• Experience working with C-level and Board executives 

 
Knowledge, Skills, and Abilities 
• Understand and apply the principles of GAAP 

• Understand and apply the COSO Internal Control Integrated Framework 

• Think strategically, work independently, and take initiative 

• Work collaboratively and maintain a professional attitude with colleagues and clients 

• Flexible and accepting of a variety of assignments working with a wide range of individuals with 
different communication styles 

• Proficient in MIP, Drillpoint, Microsoft Office, and timekeeping systems  

• Meet multiple deadlines by multi-tasking, prioritizing and staying organized  

• Communicate clearly and professionally in both verbal and written formats 

• Produce highly accurate documents with a focus on quality   

• Show personal credibility and ethical conduct in the performance of duties and handling of proprietary 
and confidential information 

 

PHYSICAL DEMANDS  
To successfully perform the essential duties of this position, an individual must be able to sit at a desk or 
in meetings for 6 to 8 hours a day, and use office equipment, including phones and computer keyboards, 
for four or more hours per day. Individuals must be able to engage clients over the phone and in-person 
by voice. Regular attendance is an essential function of the job. Reasonable accommodations may be 
made to assist individuals with disabilities to perform essential job functions. 

 
LIMITATIONS AND DISCLAIMER   
The above job description is meant to describe the general nature and level of work performed; it is not 
intended as an exhaustive list of all duties, responsibilities and required skills for the position. Employees 
will be required to follow any other job-related instructions and to perform other duties requested by 
their supervisor in compliance with Federal and State laws. Requirements are representative of minimum 
levels of knowledge, skills and/or abilities necessary to perform each duty proficiently. Continued 
employment remains on an “at-will” basis. 

 


