
Herald Christian Health Center  
8841 Garvey Ave, Rosemead, CA 91770 
Phone: 626-286-8700  Fax: 626-286-8650 

 
 
JOB POSTING 

 

Position: Controller 

Position Status: Full Time/Part Time 

Clinic Location Hiring: Rosemead  

 

Herald Christian Health Center (HCHC) is a non-profit community clinic and a Federally Qualified Health 

Center in San Gabriel Valley and San Diego, California. The mission of HCHC is to provide quality and 

affordable holistic healthcare to the low income, the uninsured and the medically indigent among the population 

of San Gabriel Valley and San Diego. HCHC patient population is comprised mostly of limited English 

proficient immigrants from China, Hong kong, Vietnam and Taiwan. 

 

HCHC is seeking a Controller who would like to grow with our organization. As the needs from the community 

increases, the clinic is searching for a Controller who shares in the mission of HCHC and whose heart desire is 

also to serve the poor and the afflicted and similarly, want to make a difference in the lives of their patients. As 

a recognized Patient Centered Medical Home (PCMH) by National Committee for Quality Assurance (NCQA), 

transdisciplinary care teams continue to improve upon care coordination and treatment plan management of 

patient population aiming to improve safety, efficiency and quality of patient care. HCHC offers competitive 

salary with benefits. 

 

Job Summary 

The Controller is responsible for overseeing the Accounting function of the organization, including Accounts 

Payable, Accounts Receivable (other than Patient Service Revenue), Cash Management/Treasury, General 

Ledger/Financial Statements and Cost Accounting, Payroll, Purchasing, and Taxes. The Controller is 

responsible for establishing and maintaining effective internal controls over financial matters and protecting the 

organization’s assets. This work is carried out in support of the mission and goals of HCHC 

 

I. Essential Functions 

 

A. Primary Duties 

 Ensure financial operations, reporting, policies and procedures are consistent with generally 

accepted accounting principles and are aligned with all federal and state regulations. 

 Review and approve all financial transactions as recorded in HCHC’s books and records. 

 Prepare monthly internal financial statements and analysis of same in a timely manner for Chief 

Financial Officer’s presentation to the CEO and the Finance Committee of the Board of 

Directors. 

 Review and approve all required tax returns and filings for sign-off by the Chief Financial 

Officer and CEO after review and approval by the Board of Director. 

 Oversee payroll functions, including preparation of timesheets, maintenance of benefit accruals 

and timely completion of biweekly payroll processing. Review and approve all payroll payments 

and accompanying reports for accuracy and completeness. 

 Works with the CEO, CFO and other Department Heads to develop internal budgets, projections 

and forecasts that will have a long-term effect on the organization. 

 Oversee organization’s purchasing function to ensure efficient internal ordering, cost effective 

pricing, and timely receipt and delivery of goods ordered. 



 Ensure that accounts payable are paid in a timely manner, including coordination of electronic 

banking transactions. 

 Provide weekly cash position reports to the Chief Financial Officer and CEO. 

 Manage all banking relationships, bank accounts, cash balances and ensure timely completion of 

bank reconciliations for all accounts. 

 Assist the Chief Financial Officer in the conduct of the year-end audit of HCHC’s financial 

statements by the outside, independent Auditors and coordinate timely provision of all 

information requested by the Auditors. 

 Assist the Chief Financial Officer in the preparation and conduct of audits by Federal, State, and 

City funding authorities and any other organization. 

 Reviews all payroll tax reports, W-2s, and 1099s 

 Monitors departmental budgets to ensure expenditures are paced appropriately and coded to the 

correct general ledger account. 

 Responsible for oversight of tracking capital and non-capital assets through a tagging system 

 Maintain a system of controls over accounting transactions, including the chart of accounts, 

written policies and procedures and departmental calendar. 

 Manages internal procedures for monitoring of grant awards and work plans for compliance and 

also ensures compliance with reimbursement protocols and procedures for funders and staff. 

 Supervises grant management and tracks expenses per contracts, funds, budgets, and programs. 

 Evaluates and makes improvements to accounting processes while ensuring that practices 

comply with organization accounting policies. 

 Works with CFO for the annual Unified Data Systems (UDS) and OSHPD reports. 

 Leads FQHC HRSA budgeting and preparation of various reports including Federal Financial 

Reports. 

 Supervises and mentors Accounting and Billing staff. 

 Special projects and other duties as assigned. 

 Immediately report any problems or unusual occurrences to supervisor. 

 Assist the Chief Financial Officer in any other duties or responsibilities as assigned. 

 

B. Staff Development  

 Attend staff/department and other meetings, as requested. 

 Attends various leadership meetings including external association meetings. 

 Participate in staff training as arranged by the corporation. 

 

II. Organization Expectation 

 Adhere to all HCHC’s Policies and Procedures. 

 Conduct self in a manner that represents HCHC’s core values at all times. 

 Maintain a positive, respectful and professional attitude with all work-related contacts. 

 Communicate regularly with the officers about work concerns. 

 Meet productivity standards and performs duties as workload necessitates. 

 

III. Education/License/Certification: 

 Bachelor’s Degree in accounting or related field 

 

       V.       Experience/Skills and Specifications: 

 Minimum of five (5) years of experience in successfully leading and managing a high-

performance finance/accounting department 

 Strong, in-depth knowledge of Generally Accepted Accounting Principles; Government Auditing 

Standards a plus 



 Solid financial management skills, including: budgeting, forecasting, trending, benchmarking, 

and financial analysis 

 Strong knowledge of payroll and accounting software 

 Exceptional attention to detail and accuracy 

 Familiarity with MS Office (especially Excel). 

 Outstanding communication skills (written and oral), organizational and leadership skills. 

 

             Preferred Qualifications: 

 Master’s Degree in Accounting and/or CPA licensure 

 Experience with Microsoft Dynamics SL 

 Familiarity with multi-site multi-corporation accounting, including allocation of shared expenses 

 Experience in FQHC  

 Thorough knowledge of Generally Accepted Accounting Principles (GAAP). 

 Thorough knowledge of general accounting plus the application of general accounting theory. 

 Knowledge of federal and state requirements related to government grants and contracts. 

 Knowledge and use of computerized accounting systems, MIP Accounting software a plus 

 

VI. Physical Requirement 

1. Physical effort which may include occasional light lifting to a 25 pound limit, and some bending, 

stooping or squatting.  Considerable walking may be involved. The ability to sit or stand for 

extended periods of time is required.  

2. The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions.  

3. While performing the duties of this job, the employee may be required to travel to all HCHC 

facilities as needed.  

  

Benefits eligible if working at least 24 hours per week: Vacation, sick leave, personal necessity leave, 

holidays, birthday leave, medical plan, dental plan, 401k retirement plan, basic life insurance, employee 

assistance program. 

 

If interested, please submit/email resume.  
 

Herald Christian Health Center (HCHC) is an equal opportunity employer. HCHC does not discriminate on the 

basis of race, color, creed, national origin, veteran's status, medical condition or disability, religion, ancestry, 

age, sex, marital status, or sexual orientation in accordance with all applicable requirements of Federal and State 

laws. 


