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Page 3

Child Nutrition Comptroller
Employee Name (Print): _______________________________________

Reports To:

Director of Child Nutrition

Dept/Campus:

Child Nutrition




Paygrade: P-3
Wage/Hour Status: 
Exempt





Date Revised: March 2020
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:

To maintain and oversee all financial records for the Child Nutrition Department.  Responsible for verifying accuracy of account balances through monthly reconciliation.

QUALIFICATIONS:
Education/Certification:
Bachelors Degree – Accounting

CPA certification preferred

Special Knowledge/Skills:
Knowledge of accounting and purchasing principles and practices

Strong analytical, organizational, communication, and interpersonal skills

Ability to use computer or analyze and organize data into required reports (Windows 97 experience preferred)

Proficient skills in typing, keyboarding, and file maintenance

Patient and calm demeanor with all customers (internal and external)

Experience:
Two years of accounting or purchasing experience

MAJOR RESPONSIBILITIES AND DUTIES:

	1. Maintain complete and systematic records of financial transactions for the Food Service Department.

	

	2. Record details of financial transactions in appropriate journals and subsidiary ledgers.

	

	3. Maintain subsidiary accounts by verifying, allocating, and posting transactions.

	

	4. Maintain general ledger by transferring subsidiary account summaries.

	

	5. Examine all computerized general ledger transactions daily for accuracy; make corrections as needed and inform the Director of Food Service of problems.

	

	6. Compute and record cash receipt summaries.

	

	7. Balance general ledger and subsidiary accounts.

	

	8. Work with bank officials to make inquiries and resolve discrepancies in account records.

	

	9. Prepare financial statements, income statements, and cost reports to reflect financial condition of the Food Service department.

	

	10. Maintain physical and computerized files and records. 

	

	11. Prepare cash receipts for deposit to bank.

	

	12. Prepare bank account reconciliation as directed.

	

	13. Prepare financial performance statements for Director and Cafeteria Managers.

	

	14. Enter requisitions in computer.

	

	15. Coordinating the receiving of all invoices from school cafeterias and Child Nutrition Warehouse and post each invoice in the computer versus the appropriate Purchase Order for payment.

	

	16. Coordinate and approve the review and reconciliation of all vendor statements versus TISD records of invoices received and payments made, and work with vendors to resolve discrepancies.

	

	17. Receive daily deposit receipts from all cafeterias and reconcile with the appropriate daily cafeteria POS reports.

	

	18. Coordinator the preparation of invoices to bill all outside catering and transfer requisitions to bill all in-house catering.

	

	19. Check out all cafeteria start up money and deposit bags to Cafeteria Managers at the beginning of each school year and ensure all are returned a the end of each school year.

	

	20. Approve weekly payroll and alert Director of all variances in work scheduling, overtime and comp time earned. 
21. Manage departmental grant awards

22. Coordinate departmental procurement with operations staff and ensure compliance with all TDA and USDA guidelines. 
23. Input claim information received from operations team and approved by director into the TXUNPS system monthly for all claims received by TDA. 

24. Coordinate with Internal Auditors, Business Office and CN Operations teams to ensure warehouse inventory is accurate and correct. 

	

	

	


SUPERVISORY RESPONSIBILITIES:
None
WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands/Physical Demands/Environmental Factors:
Ability to communicate effectively (verbal and written); maintain emotional control under stress and  maintain a clear focus on customer service While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand motions; and prolonged use of computer.
The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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