
NORTH COUNTRY COMMUNITY COLLEGE 

23 Santanoni Avenue 

Saranac Lake, New York   12983 

  

POSITION DESCRIPTION 

Comptroller 

 

Job Title:     Comptroller 

Job Status:    Full Time/ 261 days / MC 

Department:     Finance 

Immediate Supervisor:  Chief Finance Officer 

Area Supervisor:    President 

Supervises:   Bursar, Accounts Payable, and Procurement 

   

GENERAL STATEMENT OF DUTIES:  The Comptroller is responsible for the oversight and management of 

the non-student related general ledger accounts and related accounting processes.  This responsibility 

includes the efficient performance of professional accounting and business tasks ad related to the fiscal 

management of the College under the supervision of the Chief Financial Officer (CFO).  Works closely with 

Human Resources/Payroll, the Bursar, Accounts Payable/Procurement, and Financial Aid.  Works 

independently as well as part of a collaborative team. 

EXAMPLES OF DUTIES: 

Financial Reporting:  

1. Responsible for the day-to-day operation of accounting. 

2. Maintains daily general ledger activities.  Open and close reporting periods, maintains control of 

assigning new accounts and maintenance of chart of accounts. 

3. Oversees recording of financial records to appropriate accounts in proper periods. 

4. Ensures timely and accurate reporting of revenues and grants.  

5. Maintains Property, Plant and Equipment Ledger including fixed assets, depreciation and 

accumulation depreciation.  Assigns asset values and asset lives to capital purchases.  Prepares 

capital match data for submission to DASNY. 

6. Produces the College's financial statements to ensure best practice in reporting, planning, and 

decision making. 



7. Coordinates monthly and annual closings and reviews trial balance and financial reports for 

accuracy and reasonableness.  

8. Assists the CFO in preparing other internal and external reports/analysis such as those for 

committees or IPEDS. 

9. Ensures work is accurate, timely and in accordance with GAAP/GASB.  

10. Ensures internal controls are in place and are consistent with the needs of the College. 

11. Designs, documents, and implements accounting policies after approval by the CFO. 

12. Reconciles GL accounts and bank accounts. 

13. Reviews schedules and journal entries monthly and at fiscal year-end. 

14. Works closely with the CFO and auditors during the annual audit. Ensures auditors receive 

provided by client (PBC) list timely. 

15. Remains current on and complies with all federal, state, and local accounting legislation 

impacting the College. 

16. Creates and reviews financial statements for Board of Trustees meetings. 

17. Manages the development of new business processes and procedures to increase efficiency 

and/or decrease cost. 

18. Uses strong analytical and presentation skills so work product is clear, well-labeled, internally 

consistent, timely, accurate and complete. 

19. Communicates clearly and collaboratively with all internal and external customers regarding 

relevant accounting and budget issues. 

20. Maintains focus on day-to-day results and incorporates them into increasing customer service 

and increasing operating efficiency. 

 

Financial Planning/Analysis 

1. Provides monthly financial reports to department heads and budget coordinators, and answers 

related questions.  Produces analytical reports, such as NCCCAP and CSEA workload and 

overload information, for management. 

2. Assists in creating financial forecasts. 

3. Performs scenario analyses for collective bargaining negotiations, including comparing proposals 

and their financial and administrative impacts and risks.  Ensures administration of and 

adherence to collective bargaining contracts.  

4. Assists the CFO, program coordinators, and department heads in the process of creating 

detailed, line by line department, program, and overall College annual budgets. 

5. Assists CFO with monthly forecasting process. 

6. Imports budgets and forecasts to accounting software. 

 

Other 

1. Works with CFO and Assistant Dean – Information Technology to recommend appropriate 

financial accounting software platforms and modules.  

2. Documents associated procedures.  Trains selected staff in areas of expertise. 

3. Performs all other duties as assigned by the CFO. 



 

MINIMUM QUALIFICATIONS: 

1. Bachelor’s degree in Accounting field or related degree with 5 year’s relevant experience 
required.  

2. CPA preferred. 
3. Excellent interpersonal communication skills and ability to engage with people of diverse 

backgrounds. 
4. Must possess a high level of energy, professionalism, enthusiasm, and a commitment to 

collaboration and teamwork. 
5. Ability to work independently with strong organizational, management, and teamwork skills. 
6. Ability to effectively use software programs used by the admissions department to create and 

maintain reports. 
7. Ability to work in a high paced environment with strict deadlines.  

 


