TITLE:
ACCOUNTING CLERK

General:
The accounting clerk assists the Accounting Manager in maintaining accurate company financial records by performing duties relating to payroll, accounts payable, inventory and other areas as assigned.

Responsible

To:

Accounting Manager

Qualifications

Physical:

1. In an average 8 hour day the employee lifts/carries up to 10 pounds frequently.

2. In an average 8 hour day the employee stands/walks 1 hours.

3. In an average 8 hour day the employee sits 7 hours.  (These hours include up to 7 hours of data entry/phone work.)

4. In an average 8 hour day the employee drives 0 hour.

5. The employee lifts/carries up to 35 lbs. maximum.

6. Must be clean & neat in personal appearance.

Education:


6. AA degree in Accounting

Experience/Knowledge/Personality:

1. Able to function as a polite and cooperative team member with a positive attitude.

2. Working knowledge of accounting principals and practices.

3. Excellent computer skills.

4. Good oral and written communication skills.

5. Detail oriented.

6. Able to work independently with minimal supervision.

7. Able to maintain confidentiality

On Call:

7. This position is not required to be on call.

Responsibilities

and Duties:

1. Performs duties relating to the accurate, timely payment of accounts payable:

1. Matches invoice to purchase order and receiving documentation.

1. Review invoice amount and quantities for accuracy.

1. Notifies purchasing department of discrepancies and resolves differences before making payment.

1. Verifies appropriate level of approval for payment.

1. Processes invoices for payment.

1. Maintains vendor information on computer.

1. Is familiar with vendor terms and maximizes company’s use of terms.

1. Maintains files for paid invoices.

1. Handles vendor inquiries regarding payment.

1. Reconciles outstanding checks.

1. Performs duties relating to the accurate, timely processing of payroll.

1. Verifies that time cards are completed accurately with proper level of approval.

1. Resolves discrepancies with employee and/or supervisor.

1. Enters time card data into spreadsheet.

1. Maintains hours information and other payroll data as requested by Accounting Manager.

1. Assists with year end audit.

1. Assists Accounting Manger in maintaining other financial information as needed.

1. Maintain strict confidentiality of company financial data, payroll information, and related documents.

1. Keep work area clean.

1. Attend in-store meetings.

1. Perform other duties as deemed appropriate by management.
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