

	Job Description for Employee:    

	

	
	

	Reporting To:  
	Number of People Supervised:  0

	Job Summary: Establishes and manages the company bank accounts through US Network Bank; In-services all employees on the use of the US Network Bank and maintenance of their personal checking and savings accounts; Creates and manages the Visitor account through US Network Bank; Electronically transfers company expenses; Processes all company and employee checks to verify clearance through US Network Bank; Communicates with the Accounting Department concerning US Network Bank processing discrepancies; Completes a weekly report, which summarizes company and employee US Network Bank discrepancies.  Sets up employee and business checking accounts, maintains user names and passwords, must attend branch banker training.  Must do company banking training. Must apply for business loan and deposit contract revenue each month.  Responsible for Visitor Accounts.  Prints monthly bank statements for company and all employees.  Responsible for reconciling company bank account.  Verifies that all employees are paying monthly bills by 10th of each month and issues late notices if not paid.


Duties and Responsibilities: 
1. Create Personal Checks for Employees
2. Create Checkbooks for Employees
3. Create Deposit Slip
4. Establish US Network Bank accounts for Employees and Company
5. Create Visitor Checks
6. Conduct US Network Bank Training
7. Process Payroll Deposits
8. Print Out Company Bank Statements
9. Print Out Employee Bank Statements
10. Process Company Deposits through US Network Bank
11. Process Company Bills through US Network Bank and maintain records of company payments
12. Process Inventory Payments through US Network Bank
13. Reconcile Checks Processed Through US Network Bank
14. Record and Process Personal Finance Wednesday Results
15. At the end of the month, create an aging report to identify customers with an outstanding balance
16. Assist accounts payable with collections on past due accounts
17. Communicates with other branch bankers on financial matters and with the VEC office on overdue account matters
18. Serve as watchdog over the company’s financial institution rating
19. Perform 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:  Banker Specific:  Step 1: Set up checking and savings accounts for the company and each company employee.  Each employee should have a log-on and password to get into their individual accounts. Step 2: Deposit $6000.00 signing bonus into each account. Step 3: Create Checkbooks and Personal Finance Folders for each employee of the company.  Step 4: Create company finance folders in which to place payroll spreadsheets, company bills, and company statements.  Keep in accounting files.  Step 5: Direct employees to create their personal checks for use to pay their bills.

General for Company: Business Selection, Business Plan, Business Loan, Business Contracts, Company Forms, Company Logo, Job Interviews, Portfolio Work, Staff Development, Student Profile, Trade Fair Prep, and Assessment Tests. 

quarter 2:  Banker Specific:  Step 1: Run copies of Monthly fixed living expenses, weekly fixed living expenses, flexible personal purchases, and check register forms for each employee at the beginning of each month.  Step 2: Place 1 copy of monthly fixed living expenses, flexible purchases and check register forms in each employee’s finance folder by 1st of each month. Step 3: Track employees electronic bill paying, alert coordinator if employees are consistently late in paying their bills.  Step 4: Check employees’ accounts by the 15th and 30th of each month to see that they have sufficient funds to cover expenses.  Stamp PAID on the checks that have cleared the bank in each employee’s checkbook.  Mark NSF for “non sufficient funds” where employee had insufficient funds to cover expenses.  Return checkbook to employee. Step 5: Review employee’s Checkbook at the beginning of each week to see if they are paying their bills, recording payments, and income on check register.  Remind employees and coordinator of non-payment via memo. Step 6: Run a monthly statement around the 1st of each month, for the month prior, for each employee so he/she may reconcile his/her bank statement and check register.  Determine specific date to run statements on that same date each month. Step 7: Deposit each employee’s payroll check into his/her personal account when her/she turns in check with deposit slip, unless employee has signed up for direct deposit, then proceed with payroll deposit as instructed.  DEPOSITS TO EMPLOYEES WILL COME OUT OF THE COMPANY’S CHECKING ACCOUNT. Step 8: Pay all company bills out of company account after receiving list from accounts payable by the 10th of each month.  Allow 24 hours for bank to process payment.  Payments should be made no later than the 9th of the month.  Step 9: Pay employee and company payroll taxes after receiving list from Payroll by 5th of each month.  For example, November’s taxes should by paid by the 5th of December.  Step 9: Pay company sales taxes, if applicable, after receiving amount from Accounts Payable by the 5th of each month. Step 10: Pay VEC Bank through the US Network Bank for merchandise/inventory monthly, if applicable, to fill both Business and VEC contract orders and individual orders after receiving amounts from Accounts Payable.  General for Company: Business Plan, Business Plan presentation, Business Loan, Business Contract, Company Bills, Company Forms, Company Newsletter, Grand Opening, Payroll, Personal Finance, Portfolio Work, Staff Development, Trade Fair Prep and Participation, Pre-Test, Website, and Assessment Tests
quarter 3: Banker Specific:  Step 1: Run copies of Monthly fixed living expenses, weekly fixed living expenses, flexible personal purchases, and check register forms for each employee at the beginning of each month.  Step 2: Place 1 copy of monthly fixed living expenses, flexible purchases and check register forms in each employee’s finance folder by 1st of each month. Step 3: Track employees electronic bill paying, alert coordinator if employees are consistently late in paying their bills.  Step 4: Check employees’ accounts by the 15th and 30th of each month to see that they have sufficient funds to cover expenses.  Stamp PAID on the checks that have cleared the bank in each employee’s checkbook.  Mark NSF for “non sufficient funds” where employee had insufficient funds to cover expenses.  Return checkbook to employee. Step 5: Review employee’s Checkbook at the beginning of each week to see if they are paying their bills, recording payments, and income on check register.  Remind employees and coordinator of non-payment via memo. Step 6: Run a monthly statement by the 1st of each month, for the month prior, for each employee so he/she may reconcile his/her bank statement and check register.  Determine specific date to run statements on that same date each month. Step 7: Deposit each employee’s payroll check into his/her personal account when her/she turns in check with deposit slip, unless employee has signed up for direct deposit, then proceed with payroll deposit as instructed.  DEPOSITS TO EMPLOYEES WILL COME OUT OF THE COMPANY’S CHECKING ACCOUNT. Step 8: Pay all company bills out of company account after receiving list from accounts payable by the 10th of each month.  Allow 24 hours for bank to process payment.  Payments should be made no later than the 9th of the month.  Step 9: Pay employee and company payroll taxes after receiving list from Payroll by 5th of each month.  For example, November’s taxes should by paid by the 5th of December.  Step 9: Pay company sales taxes, if applicable, after receiving amount from Accounts Payable by the 5th of each month. Step 10: Pay VEC Bank through the US Network Bank for merchandise/inventory monthly, if applicable, to fill both Business and VEC contract orders and individual orders after receiving amounts from Accounts Payable. General for Company: Company Bills, Company Forms, Company Newsletter, Financial Reports, Payroll, Personal Finance, Portfolio Work, Taxes, Trade Fair Prep and Participation, Mid-Term, Staff Development, and Assessment Tests
quarter 4: Banker Specific:  Step 1: Run copies of Monthly fixed living expenses, weekly fixed living expenses, flexible personal purchases, and check register forms for each employee at the beginning of each month.  Step 2: Place 1 copy of monthly fixed living expenses, flexible purchases and check register forms in each employee’s finance folder by 1st of each month. Step 3: Track employees electronic bill paying, alert coordinator if employees are consistently late in paying their bills.  Step 4: Check employees’ accounts by the 15th and 30th of each month to see that they have sufficient funds to cover expenses.  Stamp PAID on the checks that have cleared the bank in each employee’s checkbook.  Mark NSF for “non sufficient funds” where employee had insufficient funds to cover expenses.  Return checkbook to employee. Step 5: Review employee’s Checkbook at the beginning of each week to see if they are paying their bills, recording payments, and income on check register.  Remind employees and coordinator of non-payment via memo. Step 6: Run a monthly statement by the 1st of each month, for the month prior, for each employee so he/she may reconcile his/her bank statement and check register.  Determine specific date to run statements on that same date each month. Step 7: Deposit each employee’s payroll check into his/her personal account when her/she turns in check with deposit slip, unless employee has signed up for direct deposit, then proceed with payroll deposit as instructed.  DEPOSITS TO EMPLOYEES WILL COME OUT OF THE COMPANY’S CHECKING ACCOUNT. Step 8: Pay all company bills out of company account after receiving list from accounts payable by the 10th of each month.  Allow 24 hours for bank to process payment.  Payments should be made no later than the 9th of the month.  Step 9: Pay employee and company payroll taxes after receiving list from Payroll by 5th of each month.  For example, November’s taxes should by paid by the 5th of December.  Step 9: Pay company sales taxes, if applicable, after receiving amount from Accounts Payable by the 5th of each month. Step 10: Pay VEC Bank through the US Network Bank for merchandise/inventory monthly, if applicable, to fill both Business and VEC contract orders and individual orders after receiving amounts from Accounts Payable. General for Company: Annual Report, Annual Report Presentation, Company Bills, Company Forms, Company Newsletter, Financial Reports, Payroll, Personal Finance, Portfolio Work,  Post-Test, Student Portfolios, Taxes.
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