Job Title:  Assistant Controller
Job Summary:   Assumes the duties of the Controller during his or her absence.  Assists in managing and protecting hotel financial assets by maintaining accurate and timely financial reporting, ensuring acceptable levels of internal control, ensuring compliance with all federal, state, and local regulations, safeguarding the owners/investors assets, and focusing on the profitability of the business.
Job Duties:
· Prepares budgets, cash flows, financial statements, and other reports that help determine the current and future financial stability of the property.

· Identifies opportunities to drive cost efficiencies, profits, cash flow, and maximize receivables collection.

· Ensures adherence to accounting policies and procedures.

· Assists with inventory accounting on a monthly basis.

· Complies with all applicable laws, rules, and regulations by preparing and filing tax and license information returns.
· Reviews and maintains files on all contractual obligations of the hotel.

· Maintains and upgrades all computer systems within the property.

· Performs other duties as assigned.

Qualifications:

· Bachelor’s degree in Business, Finance or Accounting or equivalent combination of education and experience.

· Minimum of three years of related progressive experience, preferably in a hotel accounting environment.
· Ability to define problems, collect data, establish facts, and draw valid conclusions.

· Excellent verbal and written communication skills.

· Advanced computer application knowledge.
