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TOWN OF SURFSIDE

CONTROLLER

DEPARTMENT: FINANCE EXEMPT

GENERAL DESCRIPTION:

Responsible specialized accounting and finance work, general ledger maintenance, and other
accounting functions, including reviewing journal entries, bank reconciliations, reporting, payroll,
and utility billing. Work is performed under supervision of the Finance Director

ESSENTIAL JOB FUNCTIONS:

1. Oversees Finance department accounting, accounts payable, utility billing, and payroll
staff.

2. Maintains General Ledger including review and posting of Journal Entries.
3. Monitor the Town's financial system in order to ensure that all Town personnel are

following the financial management system and the methods and practices
incorporated therein.

4. Supervises over all bank reconciliations.

5. Oversees preparation of all accounting work-papers.
6. Reviews and implements Governmental Accounting Standards Board (GASB)

pronouncements.

7. Plans, coordinates, and develops preparation of the Annual Comprehensive Financial
Report (AGFR).

8. Submits required information to apply for the Government Finance Officers Association
(GFOA) Certificate of Achievement for Excellence in Financial Reporting.

9. Submits required information to apply for GFOA Distinguish Budget Presentation Award.
10. Submits required information to apply for the Public Pension Coordinating Council

(PPCC) Award.

11. Serves as backup for the review and issuance of purchase orders including ensuring
compliance with Town Code and policies.

12. Manages treasury and debt management programs.
13. Assists and acts as liaison to external auditors in performing audit functions.
14. Serves as back up for the review and approval of invoices for payments, including

budgetary and procurement compliance.
15. Serves in acting capacity when Finance Director is absent.
16. Gathers, organizes, and maintains any financial information that may be requested or

required by the Town Manager or department heads.

17. Provide and implement a method of coding allocations of revenues and expenditures.
18. Assists with periodic audits of capital assets, non-capitalized tangible capital-type items,

etc.






