Job Description - Controller
Sales/Profitability/Cost Controls
  1.
Achievement of Budgeted hotel profitability

  2.
Supervision of all departmental expenses in relation to budget %

  3.
Payroll costs in relation to budgeted %

  4.
All invoices accompanied by purchase order and verified by purchaser

  5.
All travel agent commissions current

  6.
Participation in completion of Annual budget

  7.
Implementation and maintenance of Hotel control policies

  8.
Maintenance of Hotel Credit Policies

  9.
Bad Debts Account with-in budget

10.
Maintain Accounts Receivable to the following %: 45 days 15%; 60 days 5%; 90 days 1%;

11.
Over short expense within budget

12.
Control over all banking and petty cash

13.
Control of Credit card output

14.
Control of voids, rebates and adjustments

15.
Package Revenues monitored

16.
Guaranteed No Shows revenue monitored

17.
Purchase of Administration Supplies with-in budget

18.
Control of Administration Supplies

19.
Recording incoming cheques

20.
Maintaining department confidentiality

21.
Completion and distribution of daily mail-incoming

22.
Completion of mail-outgoing daily

23.
Completion of all items to do with payroll

Administration:
  1.
Timely and accurate financial reports

  2.
Float audit completed monthly

  3.
Organization and contents of annual records

  4.
Record keeping in general - Vendor files, supplies etc

  5.
Timing and accuracy of daily and weekly reports

  6.
Employee files and Payroll Records up to date

  7.
Billing current and accurate

  8.
Attendance and participation at weekly Department meetings

  9.
Back-up disk completed daily for all computer systems

10.
Coding of invoices

11.
Handling and maintenance of all WCB claims

Product Quality:
 1.
Accuracy of Monthly financial reports - coding, accruals, deferrals

 2.
Presentation of work submitted

Service:

  1.
Attitude and appearance

  2.
Number of complaints

  3.
Handling of complaints

  4.
Teamwork-relations with management and co-workers

  5.
Telephone handling

  6.
Night audit providing efficient guest service

  7.
Response to Guest inquiries

Sanitation and Housekeeping:
  1.
Participation towards overall hotel maintenance and cleanliness

  2.
Cleanliness and organization of work areas

  3.
Cleanliness and organization of storage area

  4.
Cleanliness and maintenance of office equipment

Personnel Management:
  1.
Effective communication skills


  2.
Personal development and growth
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