BRISTOL BAY NATIVE ASSOCIATION
EXEMPT POSITION DESCRIPTION

POSITION TITLE: Comptroller

OBJECTIVE: Administers financial policies and directives, finance and accounting systems and activities,
and fiscal reporting systems for BBNA in accordance with generally accepted accounting and audit
principles, with a strategic focus towards ensuring that BBNA is financially stable, fiscally sound, and able
to meet BBNA’s mission, purpose, and values.

QUALIFICATIONS: Must demonstrate the ability to accomplish the Essential Job Results stated below.

Job knowledge / documentation required before entering the job.

e A thorough knowledge of fund accounting, to include a sound understanding of overall accounting
processes, financial statement preparation and related disclosures.

e P.L.93-638 compacting and contracting experience

e Degree in business administration with a major in accounting or finance and four years supervisory
experience. At discretion of BBNA, additional years of experience at an upper management level
may substitute for college education.

e Professional level accounting experience including the areas of general accounting, fixed assets and
depreciation with increasing responsibility at an executive level.

e Familiarity or experience specifically with complex non profit fiscal systems, Tribal Governments,
concepts and application of financial management systems.

e Knowledgeable of federal regulations, especially those covering Bureau of Indian Affairs.

e Demonstrated administrative skills and sound fiscal judgment.

e Background clearance including fingerprints.

Preferred:

e Familiarity with Great Plains accounting software.

e Direct experience with Native non-profit organizations and rural service delivery.

e Familiarity with Bristol Bay area, people, and cultures.

Complete achievement of certain of the above specifications may not be required if, in the opinion of
BBNA a particular candidate possesses significant offsetting characteristics, such as past
accomplishments, experience, education, or estimate of future potential.

ESSENTIAL JOB RESULTS:

Achieve BBNA’s Long-Term Financial Goals

by

1. Ensuring that BBNA is financially stable, fiscally sound, and able to meet BBNA’s mission, purpose,
and values.

2. Work with Senior Management in efforts to diversify funding so BBNA is not overly reliant on a
single funding source, can achieve greater access to unrestricted cash and maintain consistent cash
flow.

3. Collaborating with members of BBNA’s Senior Managers to keep a pulse on Department
development and growth.

Provide Fiscal management
by
1. Supervising the administration of current financial rules, regulations, OMB Circulars, and reporting



requirements that govern the Federal and State contracts/grants administered for grant programs,
BBNA's Financial Management Procedures and Employee Personnel Policies and Procedures
Manuals, and P.L.93-638.
Assuring that all accounting functions are accomplished such as payroll, accounts receivable,
accounts payable, purchasing, property management, and internal auditing activities.
Administering BBNA’s Compact funding systems including:
a) Ensures the Annual Funding Agreement for the Compact is submitted timely to insure cash
flow for operations.
b) Reconciles and certifies Tribal Allocations in the Reprogramming Request submitted to OSG.
c) Formats the Funding Agreement into budgets for each Director and submits to the President
/ CEO.
d) Attends the annual Compact Negotiation to verify tribes in and out of the Compact.
e) Draws down Compact funds in the ASAP system.
f) Calculates the Contract Support Cost funding.
g) Being prepared to explain Compacting issues and funding to the Board of Directors as
directed by the President / CEO.
h) Calculate and facilitate the tribal pass-through amounts (including JOM) and insure tribes
are in compliance to receive funds.
i) Prepare Compact audit work papers, grant analysis, and cash receipt schedules for annual
audit.
Arranging for BBNA’s annual audit and taking action to complete any corrective actions identified by
the auditors.
Issuing recommendations for documents that require authorization by BBNA’s Contracting Officer
(President/Chief Executive Officer), such as insurance purchases and original contracts and leases.
Having and delegating responsibility as appropriate within BBNA’s Finance Department functions
including:
a) Signatory authority for checks, drafts, and demands for money.
b) Approval of purchase requisition and vouchers and payment for same.
c) Administering original contracts/grants and leases as assigned.
d) Recommending investment of surplus corporate funds.
e) Recommending insurance purchases as needed by the organization.
f) Preparing and submitting indirect cost proposals for the organization.
g) Establishing systems for financial controls and using the system to create reports that allow
for financial planning and compliance.
h) Providing fiscal information for management in developing short term and long term
organizational goals and objectives of the organization.
i) Providing financial information to Department Directors to prepare annual operating
budgets.
j)  Providing staff support in program budget development and management.
k) Ensuring timely review and approval of all financial reports for internal and external
purposes.
I)  Ensure completion-of all Federal and State tax reports.
Acting as point of contact for outside agencies for financial matters / maintaining relationships with
banks and finance agencies.
Directly supervising and participating in the closing and financial statement preparation; monthly,
and for the year end audit.
Administering BBNA’s 401(k) retirement responsibilities as plan Trustee; accomplishing related
compliance obligations within required timelines.

Accomplishes staff results

by



Ensuring the presence of a well-trained, qualified staff.

Communicating professionally and effectively with staff.

Delegating Department tasks with emphasis on opportunity for growth and efficiency.

Helping staff understand the reasons behind their job duties, and how to ensure accountability for
their efforts.

Initiating and giving ongoing feedback to staff about performance.

Establishing ways for staff to monitor/evaluate their own performance.

Modeling professional teamwork and promoting the importance of team productivity.

Motivating staff towards excellence.

Maintaining a schedule of regular department communications and staff meetings.
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Keeps Management Informed

by

1. Reporting financial status to the Executive Committee and the Board’s Budget and Audit Committee
as required by the President & CEO.

2. Ensuring accurate timely financial data & information is available to management in preparation and
review of annual budgets, contracts and reports to funding agencies.

3. Preparing a monthly report to President & CEO.

4. Develops and maintains cooperative working relationships and communications with BBNA
department directors and staff.

5. Participating on staff committees, such as the Budget Committee and Benefits Committee to
provide current financial information, as assigned by the President & CEO.

6. Monitoring department budgets and spending and notifying department directors of status of
funds.

7. Providing regular monthly program budget reports.

Monitors and improves the quality of services

by

1. Monitoring and being prepared to respond to key federal and state initiatives relating to BBNA’s
finances, including proposed legislation, rulemaking, and regulatory changes.

2. Conducting periodic department reviews and recommending appropriate changes.

Fulfills responsibility to the Board of Directors

by

1. Responding to Board inquiries and recommendations atthe as requested by ef the President & CEO.
2. Attend negotiations and contractual meetings as required by the President & CEO.

3. Attending Full Board and Executive Committee meetings as required by President & CEO.

4. Providing a safeguard and accurate reporting of the assets of the members of the Association, and

shall advise the President/CEO on the day-to-day fiscal issues of the Association.

Protect program integrity and client privacy

by

o Abiding by BBNA'’s policies in regard to confidential information and keeping any confidential
information gained through employment at BBNA absolutely confidential during and after this
employment.

Contributes to overall team effort

by

e Welcoming new and different work requirements; exploring new opportunities to add value to the
organization; helping others accomplish related job results as and where needed.



DUTY STATION: Dillingham
REPORTS TO: President & Chief Executive Officer

SALARY: $75,000 - $117,810/yr

THIS POSITION IS EXEMPT FROM OVERTIME

Employee

date

Director of Human Resources

date

President & Chief Executive Officer

date



