Job Description

Bookkeeper


	Company Name
	     

	Employee Name
	     

	Supervisor
	     

	Hire Date
	     

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

	Status
	Non-Exempt


Job Summary:
The Bookkeeper is responsible for preparing monthly financial statements, performing payroll functions, managing the accounts receivable and payable, evaluating operating costs, ensuring payment of all tax obligations, and preparing production, sales and financial reports, and summaries as required for effective financial management of the business.


As Bookkeeper, you are a member of the Business Team, and you are accountable for meeting the deadlines set by the manager, payroll, government, and other reporting authorities. Your efforts contribute to meeting company-wide profitability and customer satisfaction goals by producing accurate financial information, thorough analysis of that information and effective management of payroll, accounts payable, and accounts receivable:

· Guarantee satisfaction and value for our clients.
· Contribute to a work environment that fosters pride in being part of a winning team and promotes personal growth.
· Maintain personal productivity and quality standards that make possible attractive financial returns so that we may continue to provide excellent service to our customers and ensure job security and growth for our staff. 


Because your position places you in contact with owners, managers, employees, clients, and vendors, and allows you access to key business and personal information, confidentiality, tact, sensitivity, and professionalism are essential ingredients of your performance.

Responsibilities and Duties:
General and Administrative

· Communicate effectively with General Manager/Owner, the Production Manager, the sales team, and the production team, informing and updating them regularly to guarantee that both sales and client objectives are met.
· Follow systems and procedures outlined in the company manuals. 

· Participate as a key team player by supporting operations as needed.
Accounting 
· Classify and record all company financial transactions in order to accurately determine company income, expense, surplus, and financial condition.

· Prepare monthly operating statements.

· Prepare tax and government reports as required.

· Manage Accounts Receivable, Accounts Payable, and Payroll activity, in a timely, professional, and discreet manner.

Financial Management

· Prepare and maintain records, statistics, and reports relating to production performance, job costing, cost analysis and sales performance.

· Assist owner in the analysis and interpretation of monthly financial statements and causes for variance.

· Assist owner in the development and preparation of company budget(s).

· Inform General Manager/Owner or any discrepancies in the accounting process, cash management, and potential disruptions to business as usual.

Qualifications:

· Degree in Accounting and/or 4 years accounting experience.

· Knowledge of record keeping systems used by printers.

· Excellent command of the English language, both written and oral.

· Demonstrated excellence in organization and time management skills.

· Strong attention to details.

· Strong interpersonal skills.

· Exceptional phone and customer service skills.

· Ability to handle multiple tasks and short lead times.

· Ability to move freely throughout the building to gather information, materials and signatures.

· Minimum test results as specified by hiring manager. 

Working Conditions:

· Office may have fluorescent lighting and air conditioning.

· Noise level is usually moderate to loud.

· Exposure to ink and chemical fumes, and airborne particles such as paper dust and drying powder.

· Fast-paced environment: subject to numerous schedule and priority changes and short notice activity.

Additional Duties:
This job description in no way states or implies that these are the only duties to be performed. You will be expected to follow any other job-related instructions and to perform other job-related duties as requested by your supervisor.
	Acknowledgement:

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



	Employee’s signature


	Date

	Supervisor’s signature


	Date



