
 

 

 

 

 

POSITION DESCRIPTION 

 
Position Title: Assistant Controller 

  

FLSA Status: Exempt 

  

Department: Accounting & Finance 

  

Reporting To: Controller/CAO 

  

Direct Reports (#) No direct reports 

  

Location: Peachtree City 

  

Original or Revised Date: September 2014 
 

 

Basic Function: 

Responsible for performing general ledger accounting; maintaining complex spreadsheets; reconciling prepaid 

expenses, accrued expenses, and other accounts; preparing regulatory reports (FR 2900, Call report, FR Y-9C) for 

review; assisting with the budgeting process; developing new and regularly reoccurring reports, and assisting Chief 

Accounting Officer and Controller in carrying out duties and responsibilities in performing functions related to 

Accounting and Financial Management. 

Essential Duties & Responsibilities: 

Accounting 

 Assist others within the department and throughout the bank to ensure the appropriate coding of general 

ledger entries. 

 Reconciles various general ledger and bank accounts. 

 Maintains fixed assets. 

 Assists in the closing of subsidiary banks’ general ledgers, including variance and trend analysis for both 

budget and historical. 

 Performs additional duties as requested.  

Budgeting 

 Develops and/or maintains complex budget spreadsheets.   

 Assists in the preparation of budget at bank level for regions/branches/departments. 

 Verifies final budget is accurately uploaded to core system. 

Reporting 

 Prepares the Call report, FR Y-9C/LP, FR Y-8, and other regulatory reports for Controller’s review. 

 Provides assistance for preparation of monthly Board reports. 

 Prepares various financial reports for management review. 

 Prepares / assists in preparation of branch accounting reports. 

 Prepares ad-hoc reports. 



 

 

 

 

 

Administrative  

 Assists in external audits and regulatory examinations. 

Other 

 

 Displays excellent work habits that include, but are not limited to: 

o Self-motivated and willing to put in extra effort. 

o Strong attention to detail and work ethic. 

o Planning for effective time management and multi-tasking. 

o Consistency and managing tasks through to completion. 

o Ability to work independently or in a team environment. 

o Always looking for improved methods and efficiencies 

 

 Assures all employees receive equal opportunity and consideration regardless of race, color, religion, 

sex/gender, national origin, age, disability, sexual preference, physical handicap, veterans’ status or any 

other characteristics protected by law. 

 

 Conforms in all respects with applicable federal, state and local laws, regulations, ordinances and other 

orders, and to all company policies, procedures and directives from the employee’s superiors, and takes 

appropriate steps to assure compliance by personnel under the employee’s supervision. 

 

 Complies with all informational requests from auditing, finance and the human resource departments in 

order to insure compliance with laws and company policy 

 

 

Required and Preferred Qualifications  
 

Education and certification (minimum/preferred):  Bachelor degree in Accounting required, or equivalent 

experience. 

 

 

Work Experience (minimum/preferred):  Accounting related work experience or equivalent required; knowledge of 

bank operations, procedures, and banking accounting experiences preferred.  Experience with bank financial 

software desirable. 

 

Other Qualifications:   

 

 Above average computer skills, including MS Office (Access, PowerPoint, and Word).  Proficiency in 

Excel with skills beyond basic formulas to include pivot tables, data and financial functions, and formulas 

linking worksheets and files. 

 

 Ability to understand core banking system and work with database report generation. 

 

 Good analytical and problem-solving skills. 

 

 

Miscellaneous Information 

Due to the critical relationship this position has to other departments, the supervisor should solicit performance 

feedback from appropriate departments prior to developing a performance evaluation. 

 

 

Minimum Physical Requirements 



 

 

 

 

 

Activity requirements include the ability to: 

 

 Express or exchange ideas by means of the spoken word. 

 Perceive the normal range of sounds with no less than a 40-decibel loss at 500 Hz and 2,000 Hz with or 

without correction. 

 Visually identify and distinguish between various documents and currency with normal range of sight having 

no less than 20/40 to 20/50 vision with or without corrections. 

 Reach and retrieve objects outside of immediate range. 

 Stand or support oneself and stay in an upright position. 

 Raise substantial objects from lower to a higher position or moving objects horizontally from position to 

position. 

 Pinch or pick and maneuver small objects by whatever means. 

 

The incumbent is not substantially exposed to adverse environmental conditions, but requires sedentary work such as 

exerting up to 10 pounds of force 5% of the time and a negligible amount of force approximately 90% of the time. 

 

General Statements: 

 The duties listed are not set forth for the purposes of limiting the assignment of work.  They are not to be 

construed as a complete list of the many duties normally to be performed under a position title or those to 

be assigned and performed temporarily outside an employee’s normal line of work.  The incumbent will be 

required to follow any other instructions and to perform any other job-related duties. 

 Requirements are representative of minimum levels of knowledge, skills, and/or abilities. To perform in 

this position successfully, the incumbent will possess the abilities and aptitudes to perform each task 

proficiently. 

 “Ability” means to possess and apply both knowledge and skill. 

 This position description has excluded the marginal or peripheral functions that are incidental to the 

performance of primary functions. All requirements are essential to the function of the position. 

 This position description describes the minimum selection requirements to qualify for the position. However, 

promotion and other employment decisions are also based on Bank needs, being in good standing, fully-

competent performance, and other non-discriminatory issues. 

 All requirements are subject to possible modification to reasonably accommodate individuals with 

disabilities.  

 Some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety 

of themselves or other employees. 

 This position description does not create an employment contract, implied or otherwise, other than an "at will" 

employment relationship. 

 


