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Sacramento Metro Chamber 
Controller 

 
 

Reports To: President & CEO 
F.L.S.A.: Exempt   
Last Revised 07/08/16 
 

Function: This position is responsible for the financial and accounting functions of the Metro Chamber and its 
affiliates, the Northern California World Trade Center (NCWTC), Metro Chamber Foundation, and other 
designated affiliate organizations.  Responsibilities also include management oversight of the 
technology systems service provider.  

 

Requirements: Accounting degree; CPA preferred; minimum of 8-10 years accounting/finance experience at 
progressively increasing higher levels of responsibility, including 2-4 years hands-on and 4-6 years 
of management experience at a senior management level; minimum 2 years audit experience 
preferred; minimum 2 years accounting management experience in a multi-entity environment.  

 
Specific Responsibilities include but are not limited to: 
 Metro Chamber accounting supervision, monthly review of accounts receivable, GL and financial 

statements, annual budgeting and monthly budget monitoring, board financial reporting, daily monitoring of 
cash position and dues receipts, weekly AP monitoring and check signing.  

 Metro Chamber Foundation accounting, grant administration and reporting and board financial reporting. 
 NCWTC grant administration & reporting, accounting supervision, monthly GL and financial statement 

review, annual budgeting and monthly budget monitoring, CEO financial reporting, daily monitoring of cash 
position, weekly AP monitoring and check signing. 

 SBDC grant administration and reporting, accounting supervision, monthly GL and financial statement 
review, annual budgeting and monthly budgeting, financial reporting and quarterly grant reporting. 

 Manage and supervise finance department staff. 
 Audit and tax return preparation liaison and coordination for multiple entities. 
 Manage insurance programs.  
 Provide support to the Finance Committee, Executive Committee, Board of Directors and any other special 

task force or project as designated by the CEO. 
 Facilities equipment purchasing. 
 Manage IT System services contract with provider. 

Specific Requirements: 
 Strong knowledge of MS Excel, Microsoft Dynamics GP and Word software with hands-on LAN experience a 
 plus. 
 Strong interpersonal and communications skills with the ability to work well with a variety of people in a 

senior management role. 
 Ability to communicate in a concise, direct manner to staff and board of directors. 
 Demonstrated strong personal and professional morals and ethics. 

 

Physical Demands: 
May be required to occasionally stand for long periods while assisting with Metro Chamber Events. Must 
be able to lift 20-25 lbs.  
 
Disclaimer 
The above statements are intended to describe the general nature and level of work being performed by people assigned to this 
classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so 
classified. All personnel may be required to perform duties outside of their normal responsibility from time to time, as needed. 


