Comptroller-Human Resources Job Profile:

1. The Comptroller-Human Resources should be capable of delegating duties and supervision their completion. 

2. The Comptroller-Human Resources should be capable of managing and overseeing other staff.

3. The Comptroller-Human Resources should be capable of training and indoctrinating new administrative employees.

4. The Comptroller-Human Resources should be proficient in any Management and Estimating Software programs.

5. The Comptroller-Human Resources should be proficient in Excel, Quick Books, and Microsoft Word. 

Comptroller-Human Resources Job Description: 
1. The Comptroller-Human Resource is responsible for new employee enrollment into Health, Dental, and 401K benefits.

2. The Comptroller is responsible for handling all aspects of all 401K benefits, and monthly computation. 

3. The Comptroller is responsible for handling all aspects of payroll with the 3rd party payroll company. 

4. The Comptroller is responsible for all accounts payable.  

5. The Comptroller will assist the President of WWCC with developing a budget. 

6. The Comptroller is responsible for the reconciliation of the bank and vendor statements monthly. 

7. The Comptroller is responsible for monitoring all Accounts Receivable. 

8. The Comptroller is responsible for monitoring all petty cash availability and deposits made. 

9. The Comptroller will assist in auditing the RO’s for all of the WWCCenter’s. 

10. The HR is responsible for new employee indoctrination. 

11. The HR is responsible for the initiation and enrollment of new employee’s uniforms and the maintenance of the uniform account. 

12. The HR is responsible for monitoring all employees’, and their children’s birthdays and wedding anniversaries. 

13. The HR is responsible for making all travel arrangements for WWCC employees. 

14. The HR is responsible for creating the WWCC monthly newsletter. 

15. The Comptroller is responsible for doing the Daily Deposit. 

16. The OM is responsible for doing the Daily PACE Report and forwarding it to the Location Manager, and Michael Anderson. 

17. The OM is responsible for mailing out the end of the month Fleet Account statements. 

18. The OM is responsible for running all the end of the month and end of the year reports. 

19. The OM shall monitor daily Petty Cash Balance as well as ensuring that the appropriate currency is available. 

20. The OM is responsible for monitoring and tracking employee vacations, days off, as well as attendance (tardiness)

21. The OM shall perform all payroll duties. 

22. The OM is responsible for collecting and monitoring the employee beverage cooler honor system. 

23. The OM should be capable of performing all CSR/CR duties. 

