Job Description

Senior Accountant


	Company Name
	

	Employee Name
	     

	Supervisor 
	CFO

	Hire Date
	     

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

	Status
	


Position Summary: 
  Under the direction of the senior manager, performs a variety of accounting functions such as the preparing reports, statements, analysis and other important management information.
Essential Job Responsibilities:

(the items listed reflect management’s assignment of essential functions, it does not prescribe or restrict the tasks that may be assigned)
1. Performance of professional accounting functions involving the application of accounting standards and practices.

   
2. Assist the CFO with the preparation of departmental budgets and financial reports.

   
3. Participate in the month-end and annual financial closing process.

   
4. Assisting in the collection of accounts receivables.

   
5. Responsible for journal entries and the general ledger.

   
6. Fixed asset management.

7. Analysis of financial data.

Miscellaneous Job Responsibilities:


1. Assist with special projects.

   
2. Other duties and responsibilities as required.

Education and Experience:


1. Bachelor of Business degree, or equivalent combination of education and experience in lieu of a degree.

   
2. One-two years of relatives accounting experience.

   
3. CPA certification is desired.
Knowledge, Skills and Abilities:


1. Word processing and spreadsheet knowledge.

   
2. Excellent interpersonal and communication skills.

   
3. Ability to work independently with little or no instruction.

   
4. Problem analysis and problem resolution abilities.

5. Language skills: Ability to read, analyze and interpret various types of correspondence. Ability to respond to inquiries or complaints from customers and employees. Ability to effectively present information to customers and management.

6. Mathematical skills: Ability to work with mathematical concepts such as percentages, ratios, and proportions to practical solutions. Basic accounting and financial knowledge.

7. Reasoning ability: Ability to define problems, collect data, establish facts, and draw valid conclusions.

	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



