ST. MARY’S SEMINARY & UNIVERSITY

Founded 1791

Comptroller

Purpose and Function of Position

St. Mary's Seminary & University is the country’s first Roman Catholic seminary established, in
Baltimore, Maryland, in 1791 by the Society of St. Sulpice. For over 225 years, St. Mary’s has focused
on forming men to serve as priests in the Catholic Church. St. Mary’s has formed more priests in
the U.S. than from any other seminary. St. Mary's Seminary & University is seeking a Comptroller
who will support our growth to continue our mission into the future.

The Comptroller will report directly to the President-Rector (President & CEO) and work closely
with all departments to oversee and manage all finance and general business functions for the
organization. The Comptroller is responsible for budget processes, financial analysis and
forecasting, as well as the development and oversight of required financial systems, policies,
procedures, and internal controls. The Comptroller assists with organizational risk management
and participates in decisions regarding insurance, policy development, and compliance
monitoring.

Major Responsibilities
e Lead and manage all accounting operations, including general ledger, accounts payable,
accounts receivable, payroll, and fixed assets.

e Ensure timely and accurate preparation of financial statements in accordance with GAAP
and other regulatory requirements.

e Oversee the annual external audit and serve as the primary liaison with auditors.

e Develop and maintain internal control policies and procedures to safeguard seminary
assets.

e Manage budget development and monitoring processes in collaboration with department
leaders and senior leadership to ensure effective allocation of resources.

e Supervise and mentor accounting staff to foster professional growth and operational
efficiency.

e Prepare regular reports on all financial matters, the status of the physical plant, its
maintenance, and related projects, as well as non-academic services that affect the
organization's economic status.

e Maintain financial records of endowments, endowment income use, restricted donations,
charitable gift annuities, and institutional scholarships.

e Present reports to the Board of Trustees during regular meetings upon request.

o  Work closely with the President-Rector to develop departmental strategies and work plans
that support the organization’s overall strategy and goals.

e Perform other related duties as assigned by the President-Rector.

Reporting Relationships

e The Comptroller reports directly to the President-Rector

e The following staff report directly to the Comptroller:
Finance Office staff member.

Director of Information Technology.

Director of the Physical Plant.

Director of Institutional Services and Reservations.
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Qualifications

CPA, master’s degree in accounting, or equivalent education.

At least 5 years of financial leadership experience, preferably in an educational or nonprofit
organization using fund accounting.

Proven experience with the management of significant endowment assets.

Strong financial acumen with the ability to utilize financial data to diagnose organizational
strengths and weaknesses and identify implications for potential strategies.

Applying

St. Mary’s is in the Roland Park neighborhood of Baltimore. The position includes a generous
benefit and compensation package commensurate with experience. A successful candidate will be
subject to a pre-employment background check. St. Mary’s Seminary & University is an equal
opportunity employer. Review of applications will begin immediately, and the position will remain
open until filled.

Benefits

Annual Compensation: $130,000 - $170,000 per year
Dental insurance

Health insurance

Life insurance

Paid time off

Retirement plan

Vision insurance

If interested please send your resume to kkiddy@ellinandtucker.com.
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