[image: image1.png]@
arvato services

BERTEILSMANN





	JOB DESCRIPTION 

	Job title:


	FINANCE CONTROLLER

	Department; Location:

	Finance & Administration Department (F&A); Stochov, Czech Rep.

	Superior to:                                                                                                                    


	CFO

	# of direct subordinates:


	0
	# of indirect subordinates:
	0

	Budget rights:
	no
	Signature rights:
	no

	Code:


	CZ

	Last update:


	2008.05


	AIM

	The role:


A close communication with the CFO and accounting department, reporting to the local management as well as to the group headquarters in Germany. The Finance Controller will ensure proper local finance controls are in place and reporting requirements are met. 



	MAIN RESPONSIBILITIES

	Main responsibilities include:

- Responsibility for all local financial statements, financial reporting and analysis
- Reporting financial data to strict deadlines in group reporting system
- Consolidating the weekly/monthly management reporting

- Preparing quarterly/half year/annual entity consolidations
- Accurate and timely preparation of local budget and forecast information
- Local cost management and business process control
- Working capital and cash flow control
- Providing information regarding the current regulatory framework
- Support local staff in all financial related matters
- Overhead cost allocations
- Initiating and running a transparent early warning system
- External financial contacts (banks, auditors, consultants, business partners)



	MAIN  OBJECTIVES & ACTIVITIES

	The main objectives are: 
1. To collect, analyze and evaluate financial data arising from the company’s activities.
The majority of data is drawn from the accounting software „6K“ (2008.05) and from information given by management, other controllers, accountants, business analysts, from production leaders and colleagues throughout the company as well as from the German headquarters. Controller is responsible for all local financial statements;
2. To collect, consolidate and analyze data from all arvato CZ business segments (Fulfilment, Lettershop, Nokia CRS, MS Call Centre…), on a weekly basis in order to publish internal as well as official weekly flash reports (2-3 month forecast, AWF);
3. To process monthly, quarterly and yearly closings according to the local GAAP in MS Excel as well as with regard to the international standards (IAS) in the reporting system „Magnitude“ (2008.05), 
(MAM – Management reporting, MAMTT – Technical Transfers, C Pack – Statutory reporting, 
CI Pack – Intercompany reconciliation, HR Pack – Human resources statistics etc.). 
Controller is generally responsible for a strict following all group deadlines;
4. To monitor key performance indicators (KPI‘s such us revenue, gross margin, EBIT, ROS, invested capital, ROIC, BVA, spare part margin, transport margin etc. mainly in MS Excel adapted files eg. Contribution Chceme CZ.xls and Pivot 2008 reporting.xls);
5. Accurate and timely preparation of local budget and forecast (Bottom up & Top down method),
(AMFK, MBI, MFB, MFBTT, Investment planning);
6. To minimize a potential foreign currency exchange risks and to streamline the process of defence against possible volatility of exchange and interest rates in the market with regard to the company corporate and compliance policy (Hedging & FX monitoring), Cash Flow kontrol (BECASH) -> company health, capitalization, loans and bank balances under control…;
7. To support local staff in all financial related matters and analyze and check results of all arvato locations in the Czech Republic (Stochov, Kněževes, Brno…);
8. To control the level of account receivables (ARCORR), advance payments and payables and any time there are some receivables overdue, inform responsible managers and customer care representatives -> one part of the complex system of early warnigs in the company…;
9. Controller should focus on financial process kontrol, process optimization, transparency and thein regular reviews + keep all the financial procedures, signature rights, limits & contracts up-to-date;
10. External financial contacts (banks, internal & external auditors, consultants, business partners);
11. Preparing asl irregular reports & analysis for management, auditors or group colleagues etc… 



	QUALIFICATION PROFILE

	Education:
	Financial / Economical backgroud

	Experience:

	To qualify for this profile the applicant should have 1 - 2 yars of professional experience in the financial area, preferably in the international accounting or controlling environment

	Expert knowledge and acquirements:
	- PC skills, preferably advanced MS Office + any reporting or accounting/bookkeeping/controlling software
- Accounting/controlling knowledge would be an advantage 

	Language skills:

	English – 3, German – 1

	
	1 – basic 2 – intermediate, 3 – advanced, 4 – fluent

	Expected characteristics:
	Analytical & communication skills
Attention to detail, organisation skills and a sense of priorities Proactive self-starter
Conceptual skills
Competent & reliable
Accurate
Open-minded self-starter
Stress resistant
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