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Job Title:
	Assistant Comptroller 

	*No of Openings:
	2

	Work Schedule:
	flexible

	Hours per Week:
	20-30

	*Wage/Salary:
	$7.50 (starting)

	Job Start Date:
	March 1, 2006 (approximately)

	Job End Date:
	graduation

	Supervisor:
	Thomas King - SG Comptroller

	*Job Description:


	The Comptroller is the Chief Financial Officer for Student Government. The Comptroller: 
-Monitors the Activity & Service Fee budget totaling approximately $8.5 million 
-Maintains approval authority for all Activity and Service Fee expenditures of Student Government, College Councils and Student Organizations 
-Processes all purchasing requests and travel documentation, and processes all invoices for payment and clears any remaining encumbrances 
-Oversees 4 Assistant Comptrollers 
-Serves as a voting member of the Activity and Service Fee Recommendation Committee (ASRC) and provides committee members with current and past financial information 
-Oversees annual training of student organization financial officers and the proper expenditure of A&S fees 
-Attends all appropriate meetings regarding A&S Fees 

Student Government Administrative Services is currently looking to fill two Assistant Comptroller positions: Asst Comptroller -Travel & Asst Comptroller -HR/Payroll. 

Assistant Comptroller - Travel: processes all travel documentation for Student Government, student organizations, and the SG sponsored Conference Presentation Grant Program. Additionally, they will monitor and maintain financial records and database entries. 

Assistant Comptroller - HR/Payroll: prepares and processes all human resources paperwork for Student Government employees. Conducts biweekly payroll duties such as ledger entry and reconciliation. Assists with the payroll processes on a biweekly basis. 


	Qualifications:
	Minimum Qualifications: 
-Sophomore classification 
-At least 1 year until graduation 
-Completion of Financial & Managerial Accounting with a grade of B or better 
-Completion of Computers in Business with a grade of B or better 
-Must be available to work a minimum of 20 hours per week during M-F 9am-5pm 

Preferred Qualifications: 
-Graduate Business Student 
-Previous experience in an office environment 
-Ability to work approximately 30 hours per week 
-Experience with systems design/ relational databases 
-Completion of core business classes (Principles of Finance, Management, Marketing, etc) 

	Application Instructions:
	Please submit a cover letter, application, and resume to jmorris@admin.usf.edu or 
Student Government - USF 
4202 E. Fowler Ave, CTR203 
Tampa, FL 33620 
Attn: Jennifer Morris 

Applications are available at http://www.sg.usf.edu/files/sgasapplication.doc

All applications must be received by February 24,2006. 


Employment Application


University of South Florida Student Government

Position

Department:
 FORMDROPDOWN 




Position:     



Personal 


Name:      





USFID: U     
Address:      
City, State  Zip:      
Telephone:      



Email:      
Academic 
Classification:  FORMDROPDOWN 



Expected Graduation:      (term/year)

Major:      
Please list on campus organization affiliations:       

Have you held any leadership positions within the above organizations? If so, please list the organization, position, and date held.       
Employment Application


University of South Florida Student Government

Work History

Company Name:      



Title: 
Dates of Employment:       to      
Salary:       Supervisor Name and Title:      
Duties:      
Reason for leaving:      

Company Name:      



Title:      
Dates of Employment:       to      
Salary:       Supervisor Name and Title:      
Duties:      
Reason for leaving:      
Buckley Waiver


I,      , hereby authorize and consent to the release of my records, which shall include my GPA, Academic Standing, major, and confirmation of enrollment at USF for the purposes of verifying the qualifications of employment with Student Government.  I also acknowledge that the information provided on this application is true to the best of my knowledge.  I understand that falsification of any part of this form will be cause for immediate termination if employed by SG and/or the invalidation of this application.  This information shall be held by Student Government for a period not to exceed one year, if I am not hired by SG.  In the event that I am hired I understand this application will become part of my permanent employee file.  This information shall not be released to any other entity without my prior written consent.

Signature: _______________________________________________
Date:______________
