
	Job Description for Employee: 
	


	
	

	Reporting To:  
	Number of People Supervised:  0

	Job Summary: Processes payment for all company expenses including payroll; Completes the monthly Accounts Payable report; Creates and processes purchase orders to restock inventory; Assists the Branch Banker in the creation of employee personal checks. Creates, manages, and processes payroll through our accounting program; Maintains hard copy files of accounting records.


Duties and Responsibilities: 
1) Complete accounting tutorial
2) Utilize accounting program (Excel) for all work

3) Create customer invoices.

4) Process company invoices
5) Pay company bills, (except payroll)
a) write checks 
i) Property payment Rent/Lease/Mortgage - payable to VirtuProperty of CA (if no VE exists with which to conduct business)
ii) Electricity - payable to VirtuElectricity
iii) Gas - payable to VirtuGas
iv) Telephone - payable to VirtuTelephone
v) Property/Liability Insurance - payable to VirtuInsurance
vi) Workers Compensation Insurance - payable to VirtuWorkersComp
vii) Employee Health Insurance - payable to VirtuInsurance (if no VE exists with which to conduct business)
viii) Internet & Web Hosting - payable to VirtuInternet
ix) Taxes - payable to VirtuIRS or VirtuFranchiseTaxBoard
x) Office Supplies - payable to VEC Bank (if no VE exists with which to conduct business)
xi) Advertising - payable to VEC Bank (if no VE exists with which to conduct business)
xii) Legal Fees - payable to VECBank
xiii) Consultant Fees - payable to VECBank
xiv) Repairs/Maintenance - payable to VECBank
xv) Travel Expenses - payable to VECBank
xvi) Miscellaneous Expenses - payable to appropriate vendor
b) Checks with invoices are due in the bankers hands for processing by the 5th of the month
6) Sales Tax, shipping and handling, and corporate taxes by 10th of month
7) Assist with setting up employee records in an excel spreadsheet
8) Set-up invoicing system/codes in Excel
9) Complete bi-monthly payroll on time for 7th and 22nd of month pay days. 
10) Assist with creation of employee personal checks
11) Performs other duties as assigned.
  Knowledge, Skills, and Abilities: 

1. Able to effectively operate computer equipment and calculators used to perform job.

2. Proficient in Microsoft Office Suite (Access, Excel, PowerPoint, Publisher and Word).

3. Proficient in use of Google Documents used to perform job.

4. Proficient in use of a variety of email systems including Google’s Gmail and Microsoft Outlook.

5. Strong Organizational Skills- able to manage time and make deadlines.

6. Capable of completing assignments with minimal supervision.
 Special Requirements: 
1. Ability to sit at computer for long periods of time.
2. Ability to work independently without constant direction and instruction.
Quarterly tasks:

quarter 1:  Business Selection, Business Plan, Company Forms, Company Uniforms, Employee Manual (Sexual Harassment and Cultural Diversity are addressed), Job Descriptions, Job Interviews, Portfolio Work, Staff Development, Student Profile, Trade Fair Prep, and Assessment Tests. 
quarter 2:  Business Plan, Business Plan Presentation, Company Forms, Company Newsletter, Grand Opening, Personal Finance, Portfolio Work, Staff Development (Provide employee training on sexual harassment and cultural diversity/develop a certificate for employee completion of training to add to personnel folder) , Trade Fair Prep and Participation, Pre-Test, and Assessment Tests
quarter 3: Company Forms, Company Newsletter, Payroll, Payroll Taxes, Personal Finance, Portfolio Work, Trade Fair Prep and Participation, Mid-Term, Staff Development (Develop new hire orientation program), and Assessment Tests
quarter 4:  Annual Report, Annual Report Presentation, Company Forms, Company Newsletter, Payroll, Payroll Taxes, Personal Finance, Portfolio Work, Post-Test, Staff Development.
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