
 
 

 

 
CONTROLLER- SENIOR RETIREMENT COMMUNITY HOA 
Senior Retirement Community in San Rafael is seeking a Controller. This is a Full Time, Exempt position with benefits. 
Rate of Pay: DOE 
 
SUMMARY:  
This position is responsible for all of the accounting functions of the facility and related financial analysis 
Including, but not limited to: 
 

- Supervising preparation and distribution of monthly and annual financial statements and related financial analysis. 
- Providing necessary accounting internal controls including preparing or reviewing month-end reconciliation’s (bank 

account, accounts payable and accounts receivable detail). 
- Performing monthly accounting posting to the general ledger, working trial balances and all necessary adjustments to 

close. 
- Responsible for preparation of information required by auditors and for tax reporting. 
- Manages accounting department, including training and assignment of tasks. 
- Overall responsibility for daily accounting matters, including controlling disbursements, bank balance and banking 

relationship. 
- Responsible for capital budgeting preparation and working with the Villa Marin property reserve committee. 
- Develops implements and maintains Accounting Department policies, standards and procedures. 
- Works closely with the Executive Director, Finance Committee and the Board of Directors to develop annual budgets; 

monitors status of budgets throughout the year, variance analysis reporting. 
- Undertakes special financial projects and accounting analysis required by management, resident committees and the 

Board of Directors. 
- Reports monthly financial statements and results to the Villa Marin Finance Committee. 
- Performs annual reviews of accounting department staff.  Responsible for progressive disciplinary actions in 

conjunction with Human Resources Director. Facilitates corrective action plans for accounting staff as needed. 
- Responsible for oversight with the Medical Billing functions of the agency.. 
- Responsible for annual DSS (Department of Social Services) financial reporting, Medicare and OSHPD reporting, 

welfare benefits form 550, 401K 5500, B.O.E. reporting. 
- Responsible for annual financial audit processes. 

 
KNOWLEDGE/SKILLS:  
 
- Thorough knowledge of condominium, retirement community and health facility accounting procedures, 401K administration, tax 
laws, reporting and other compliance requirements.  
- Strong verbal and written communication skills.  Supervisory skills, able to plan and assign work and manage employees.   
- Patience, tact and diplomacy to deal with residents and staff under sometimes difficult conditions. 
- Ability to exercise good judgment and maintain confidentiality.  
 
QUALIFICATIONS:  
 

- BS degree with emphasis in Accounting. CPA preferred.  
- Experience as would normally be acquired through a minimum of five years of progressive accounting responsibilities, 

management duties and governmental compliance reporting.  
- Strong computer skills with knowledge and use of multiple software programs, including data processing, preparation 

of financial statements and operational reports.  
- Supervisory experience is essential. 

 
 
If you're interested in applying, please fax your resume with the job title "Controller, Senior Retirement Community HOA” in the 
subject line to (415) 499-1061 or e-mail or mail to: Human Resources Department @ 100 Thorndale Drive, San Rafael, CA 
NO PHONE CALLS PLEASE.  
 

Villa Marin is an Equal Opportunity Employer 
  


