
	Job Description for Employee:    

	

	
	

	Reporting To:  
	Number of People Supervised:  

	Job Summary: 

Manages the Accounting Department; Delegates responsibilities to members of the Accounting Department; Formulates and directs the company’s overall financial plans and policies; Creates, interprets, and reports on weekly, monthly, and yearly financial reports; Determines company’s operating expenses; Reconciles Bank Accounts; Manages employees in Accounts Receivable, Accounts Payable, Payroll and Bank Branch Manager.  Manages and evaluates accounting dept., preparation of monthly financial statements, and analysis of financials with recommendations to CEO, budget and sales projections with Sales VP.  Responsible for accounting portion of business plan including determining operating expenses and start up costs.  Must attend branch banker training and complete accounting tutorials.  Responsible for cross-training members of their dept.  Maintain hard copies of financial statements in accounting binder.



Duties and Responsibilities: 
1. Lead Weekly Staff Meetings
2. Set timelines for assignments and tasks with deadlines.

3. Delegate Work/Tasks
4. Check progress/ follow-up with staff on delegated assignments/tasks.
5. Evaluate Department Managers
6. Develop the financial documents for the Business Plan
7. Develop the financial data for the presentation
8. Assist in the creation of a timeline for completion of each element of the Business Plan Presentation
9. Co-Lead Business Plan
10. Co-Lead Business Plan Presentation(PowerPoint)
11. Analyze and assess Department Reports
12. Assist in the creation of a timeline for completion of each element of the Annual Report
13. Develop the financial data for the Annual Report
14. Co-Lead the Annual Report
15. Co-Lead the Annual Report Presentation (PowerPoint)
16. Conduct Weekly Department Head Meetings.
17. Conduct Monthly Staff meetings.
18. Setup accounting books in Excel for current academic year

19. Setup monthly bills (rent, utilities, advertising, legal expenses, etc.)
20. Co-Lead the Annual Report Presentation (PowerPoint)
21. Assist in the creation of a timeline for completion of each element of the Annual Report Presentation
22. Develop the financial data for the presentation
23. Quarterly Reporting
a. Monthly reports are to be printed out on the 1st of the month for the previous month.
i. Balance Sheet, Cash Flow Statement, Income Statement (aka Profit &Loss)
24. Weekly Financial Reports and Analysis
a.  Print weekly financial reports
b.  Prepare an informative brief written analysis on the reports
c.  Make recommendations for necessary changes in order to improve profits
d.  Report on weekly financials during the staff meeting
e.  File all documents in the appropriate file
25. Weekly Sales Report
a. Print weekly sales reports
b. Sales by Item/Category report
c. Sales by Salesperson
d. Sales by Type of Sale (Web Order, Visitor, Trade Fair, etc)
e. Print copies for each sales manager
26. Weekly Inventory Report
a. Print weekly inventory report
b. Print copies for each sales manager
27. Recognition of Top Salesperson
a. Determine top salesperson of the month (or event such as Open House, Trade Fair, etc)
b. Provide the confidential information to the HR department
28. Recognition of Top Sales Division
a. Determine top sales division of the month
b. Provide the confidential information to the HR department
29. Recognition of Top Product & Service Items
a. Determine most sold product during the previous month (exclude the VEC contract)
b. Determine most sold service during the previous month (exclude the VEC Contract)
c. Announce the winners in the 1st staff meeting of the month
30. Process Invoices Daily
a. Process all incoming sales orders on a daily basis
b. Print invoices
i. Associate by company
c. Give invoices to appropriate salesperson
31. Reconcile US Network Bank Statement with Invoices Daily
a. On a daily basis, reconcile the US Network Bank checking account statement against customer invoices
32. Pay Company Bills
a. Pay all company bills by the 3rd of each month
b. Print out the bills and give to the Branch Banker by the 3rd of each month
33. Purchase Inventory
a. Inventory is to be purchased on a weekly basis
i. Determine inventory needs
ii. Process a purchase order for the inventory every Tuesday
iii. Receive the inventory and pay the bill
iv. Give a copy of the paid order to the Branch Banker (very Tuesday)
34. Outstanding Invoices
a.   At the end of each month, print out all invoices with an outstanding balance
b.   Organize invoices by company
c.  Address envelopes by company and mail out invoices (one envelope per company)
35. Performs other work 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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