Job Description

Assistant Controller


	Company Name
	

	Employee Name
	     

	Supervisor
	Controller

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Job Summary:
Responsible for the day-to-day accounting functions and provides administrative support to the Controller as needed.
Responsibilities and Duties:
•  Manage and coordinate the Commission Reporting System. Approve final report and submit for 

payment.

  

• Prepare financial statements and make entries in Excel.

    

• Review and close jobs as required.

    

• Analyze and reconcile General Ledger account and make necessary adjustments.

    

• Assist with the responsibility for the preparation of the required federal and state tax returns and 

other governmental reports and review all financial plans with respect to tax implications.

    

• Generate reports as requested by Controller.

    

• Prepare and distribute 1099 forms annually.

    

• Coordinate year-end audits with outside accounting firms.

    

• Work as part of a team and participate in XXXXXXX’s Total Quality Management efforts.


• All other duties as assigned by the Controller.

Qualifications:


• Minimum of Bachelor’s degree preferably in Accounting/Finance

   

• Minimum of 3 years similar work experience in a manufacturing environment and/or a CPA 

Firm

    
• Computer literate
	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



