	Accounting Coordinator



	This position reports directly to the Operations Manager and is responsible for all accounting functions.



	OVERVIEW:
	The purpose of this position is to process or oversee the processing of all accounting functions required at Company Name.  This includes but is not limited to the management and reporting of all company financials, cash transactions, postage, payroll, accounts receivable and payable, purchasing, human resources, collections and job costing.  This position requires extreme detail and accuracy.  



	PRIMARY FUNCTIONS:
	· Monthly Financials

· Postage/Shipping Register

· Payroll

· Accounts Receivable

· Human Resources
	· Accounts Payable

· Job Cost

· Monthly Reporting

· Bank Transactions

· Purchasing

· Collections



	STATUS:
	Non-Exempt



	REQUIREMENTS:
	Knowledge and understanding of financial documents.  Extreme attention to detail in all aspects of work.  Knowledge of the appropriate laws required to produce work.  Understanding and control of chart of accounts.  Set and maintain accounting standards for billing etc.  The ability to multi-task without confusion and to work with constant interruption.



	PRIMARY DUTIES:
	· Prepare and present financial statements and management reports in a timely manner

· Developing trend reporting

· Develop Departmental budgeting

· Manage and reconcile postage registers

· Manage payroll activities

· Manage accounts receivable, coordinate invoicing and collection

· Manage accounts payable

· Development and implementation of sampled job cost program

· Reporting of job costing to estimating

· Maintain employee records

· Government required reporting on employees

· Employee insurance billing, deductions, forms and information

· Sales tax

· Journal entries and monthly reconciliation



	AUTHORITY:
	Manages staff to produce required reports.  



	MEASUREMENT OF PERFORMANCE:
	Timely and accurate reporting.  Maintenance of all required corporate books.  Production of monthly financials by the 15th of the following month.
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