MMOKALEE WATER AND SEWER DISTRICT

CONTROLLER JOB DESCRIPTION
JUNE 2026

Classification: Exempt
Employment Type: Fulltime
Department: Administration
Reports To: Executive Director

GENERAL STATEMENT OF JOB

This highly responsible position is accountable for the financial health and long-term growth of the
Immokalee Water and Sewer District. This hands-on position manages daily accounting operations,
ensures financial accuracy, and focuses on strategic financial planning for the District. Key functions
include budget preparation and oversight, payroll processing, accounts payable, accounts
receivable, financial reporting, revenue (enterprise fund accounting) and internal control
development monitoring, and coordination of the external financial audit. The person must be able
to work independently and have experience assisting with and monitoring funding programs from
Federal and State Agencies; cash management; reserve management; and has full accountability
for the District’s official books of record in accordance with Generally Accepted Accounting
Principles (GAAP) and Governmental Accounting Standards Board (GASB) compliance. Reports
directly to the Executive Director.

DUTIES AND RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major duties and
responsibilities performed. Employee may be requested to perform job-related tasks other than
those specifically presented in this description.

ESSENTIAL JOB FUNCTIONS

e General ledger posting, budgeting, financial reporting, compliance, and knowledge of
governmental accounting standards and regulations. Experience using ERP or financial
management systems such as Oracle PeopleSoft, Cougar Mountain, or equivalent platforms
required.

e Supervises (and performs, if needed) general accounting work including but not limited to,
payroll, accounts receivables/cash receipts, accounts payables, financial statement
reconciliations, monitor fund balances of federal and state grant programs, posting
information to the general ledger, balance sheet reconciliations, billing services for each
cycle of the District.

o Manages the capital asset program.

o Manages debt and ensure debt payments are processed timely and accurately.

o Oversees the accurate and timely administration of retirement benefits, insurance(s), and all
aspects of bi-weekly payroll.
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Prepares monthly financial reports in accordance with GAAP for Department and Board
review.

Maintains compliance with federal and state grants including external financing transactions.

Prepares revenue forecasts for all Enterprise Funds to provide a basis for cash flow
forecasting.

Ability to provide coaching, training, and guidance to finance staff, department managers,
and leadership regarding financial systems, reporting, and compliance.

Administers and coordinates investment activities, revenue collections, banking services,
debt service, and other financial services.

Coordinates and prepares for the annual audit and ensures timely completion.

Obtains routine GASB updates and training, and apply knowledge gained to District’s
financial systems and policies.

Prepares financial statements in accordance with GASB.

Prepares, analyzes and presents annual budget in coordination with Departments Heads
and Executive Director.

May be required to work and attend meetings outside regular business hours.
Required to be available during Declared Federal, State, and Local Emergencies.
Represents the District at conferences and Community events.

Capable of reading and interpreting policies including writing amendments.

MINIMUM QUALIFICATIONS AND EXPERIENCE

Bachelor's degree in:
o Accounting; or
o Finance; or
o Business Administration (with concentration in Accounting or Finance)

A minimum of six (6) years of progressively responsible accounting and financial
management experience.

At least three (3) years of supervisory experience managing accounting staff.
Experience with:
o Accounts payable and accounts receivable management

o Budget preparation and monitoring
o Financial reporting

Page 2 of 3



o Annual audits
o Internal controls
o Payroll and benefits administration

TECHNICAL KNOWLEDGE

Generally Accepted Accounting Principles (GAAP)
Financial statement preparation and analysis
Budget development and forecasting

Accounting software and ERP systems

Microsoft Excel (advanced proficiency)

ADDITIONAL QUALIFICATIONS (HIGHLY PREFERRED)

e Experience with federal grant management and compliance.

¢ Knowledge of:

Uniform Guidance (2 CFR Part 200)
Cost allocation principles

Federal reporting requirements
Single Audit requirements

O O O O

Preference will be given to candidates who possess the above qualifications plus demonstrated
Florida public sector governmental agency and/or special district accounting experience.

CERTIFICATIONS (PREFERRED BUT NOT REQUIRED)

e Certified Public Accountant (CPA)
e Certified Government Financial Manager (CGFM) for public-sector organizations
o Certified Management Accountant (CMA)

EEO Statement:

The District does not discriminate against any individual with regard to race, color, religion, sex,
pregnancy, national origin, age, disability, genetic information, marital status, veteran status, sexual
orientation, gender identity or expression, or other characteristic protected by applicable law.

Veterans Statement:

Certain servicemembers and veterans, and the spouses and family members of such
servicemembers and veterans, receive preference and priority, and that certain servicemembers
may be eligible to receive waivers for post-secondary educational requirements, in employment by
the state and its political subdivisions and are encouraged to apply for the positions being filled.
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