
	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, and Payroll.



Duties and Responsibilities: 
1. Create accounting spreadsheets for current virtual enterprise business 
2. Create monthly invoice documents
3. Update company invoices monthly and print.
4. Give updated monthly company invoices to accounts payable for processing.
5. Assist in the creation of a timeline for completion of each element of the Business Plan
6. Co-write the Business Plan
7. Develop the financial data for the Business Plan
8. Assist in the creation of a timeline for completion of each element of the Business Plan presentation
9. Develop the financial data for the Business Plan presentation
10. Co-present the Business Plan
11. Assist in the creation of a timeline for completion of each element of the Annual Report
12. Develop the financial data for the Annual Report
13. Assist in the creation of a timeline for completion of each element of the Annual Report Presentation
14. Develop the financial data for the Annual Report presentation
15. Co-Lead the Annual report Presentation
16. Complete monthly financial reports and submit to coordinator by 5th of each month for the prior month
17. Check weekly financial reports developed by AP/AR and analyze the data
18. Print weekly financial reports and turn in to coordinator
19. Prepare an informative brief written analysis on the reports to be shared at the weekly department head meeting
20. Make recommendations for necessary changes in order to improve profits
21. At the end of the month, create an aging report to identify customers with and outstanding balance
22. 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, Business Loan, Business Contracts, Company Forms, Company Logo, Job Interviews, Portfolio Work, Staff Development, Student Profile, Trade Fair Prep, and Assessment Tests. 
quarter 2:  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: 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: 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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