	Job Description

	

	Employee Name:
	

	Job Title:
	Accounting Associate III

	Department:
	Accounting Department

	Location:
	

	Reports To (Name & Title):
	Accounting Manager

	FLSA Status:
	Non Exempt

	Prepared By:
	

	Prepared Date:
	

	Approved By:
	

	Approved Date:
	


SUMMARY   Assist with the processing of financial transactions associated with the operation of the company, especially focused on payables and disbursements.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Under general supervision, performs a variety of advanced accounting work including: 

Preparation and maintenance of cash flow reports.

Facilitate the accounts payable approval process by entering data into journals and balancing subsidiary ledgers.

Process payments.

Contact sources in other departments and outside the company to resolve problems.  

Assist in the ad hoc analysis and queries as assigned.  

Assist and check the work of junior and intermediate associates.

QUALIFICATIONS  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

High school diploma or general education degree (GED); or one to three months related experience and/or training; or equivalent combination of education and experience.
LANGUAGE SKILLS 

Ability in English to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations; to write reports, business correspondence, and procedure manuals; and to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.
MATHEMATICAL SKILLS 

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry.

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

PHYSICAL DEMANDS  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and use hands while entering information into the computer; to handle and reach with hands and arms while working with files and documents.  The employee frequently is required to verbally exchange ideas and information and receive instructions.  The employee is occasionally required to make trips up and down stairs delivering job materials, attending meetings and checking progress of jobs; stand while copying or faxing; and stoop or kneel while filing or retrieving documents.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

WORK ENVIRONMENT  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally exposed to moving mechanical parts.  The noise level in the work environment is usually moderate.
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This job description should not be interpreted as all-inclusive.  It is intended to identify the essential functions and requirements of this position.  The incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this job description.
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