Job Description - Template
Job Title:   Accounting Manager

Department:   Accounting





  

Supervision
· Reports To:  President, CFO (consultant)

· Direct reports: 
· Executes work under direct supervision or according to established procedures 30% of time

· Works independently setting priorities and work schedules 70% of time
           

Position Purpose

As the Accounting Manager you are responsible to plan, organize and implement all company and personnel financial activities according to clearly defined policies and procedures.  You will perform full charge accounting duties and produce and maintain and produce accurate, timely and GAAP compliant financial statements. You will be responsible for timely and accurate payroll and the related reports required. You will maintain and collect accounts receivable and pay bills on a timely and accurate basis. You will maintain Company metrics as requested by leadership. In addition, you may have select support responsibilities as it relates to reporting and office administration.

Job Qualifications

· Personal compatibility with Company corporate culture and values

· Proficiency in Word and Excel 
· Extremely proficient in QuickBooks, Peachtree or other mid level accounting program
· Experience as a full charge bookkeeper
· Excellent planning, organizational and multi-tasking skills 
· Meticulous and detail oriented
· Good interpersonal skills, particularly in working with a team

· Consistently able to meet deadlines
· Highest level of integrity and trust to handle and maintain confidential materials
· Ability to handle multiple projects and adapt to new and changing situations
Education/Experience
· Post high school degree in Accounting 
· 5+ years direct hands on bookkeeping experience

· 5+ years full charge bookkeeping experience 
                                                                
Certificates and Licenses 

Notary Public is helpful

Duties and Responsibilities
  Main
· Full Charge Bookkeeping and managing department
· Generating monthly and yearend financial statements on an accrual basis according to the month end closing checklist 
· Make sure policies and procedures are followed for accounting, Cost of goods sold, payroll, expenses, income recognition, billing, purchasing, travel and entertainment
· Making sure regulatory and tax reports are filed timely and accurately including for payrolls, sales, assets, city taxation, and any other regulatory bodies associated with the Company
  Miscellaneous (each typically less than 10% of time)
· Manage cost accounting functions
· Manage payroll process
· Recording, Managing, and collection of all accounts receivable
· Recording and Managing all accounts payable
· Manage accounting for assets and depreciation schedules

· Working with insurance providers to attain and manage insurance 
· Generating periodic management reports on key performance indicators
· Assist with human resource management as requested
· Processing all incoming and outgoing employee financial documentation
· Processing and Administrating payroll
· Managing bank accounts including monthly bank account reconciliations
· Managing credit cards including monthly account reconciliations for individual company credit cards
· Processing documents related to Company transactions from operations
· Such other duties or projects as assigned periodically by the President or CFO
Occasional Work Performed

· Participating in audits or reviews of financial statements by outside auditors

· Working with outside consultants as needed

· Working with tax professional to prepare tax returns
· Participating in training courses 
Key Contacts

Contacts Internal to the Organization




All department heads 
Contacts External to the Organization




General Public, Customers, Financial Institutions, CPA Firm, Consultants, tax advisors, insurance agencies, regulatory bodies 
Hiring Criteria

Accounting Manager

NOTE: There are three categories to evaluate in a new hire: 1) behavioral competence, 2) character and values congruency, and 3) technical education and experience.  Hire character and train competence.
Behavioral Skills

· Meticulous, detail-oriented

· Excellent planning, organizing and multi-tasking skills

· Customer service attitude

· Good interpersonal skills 
· Good communication skills
· Team player

· Teachable

· Ability to work within deadlines

Character Traits and Values

· Integrity 

· Reliability

· Trustworthiness

· Positive attitude, enthusiastic

· Commitment to excellence
· Humility

Technical Education and Experience
· As per above
Other Success Factors:

· Self-Aware of need to continually improve

· Humble

· Attentive to detail and completion of client onboarding on a timely basis

· Personality fits with the rest of the office

· Smart enough to learn new skills, follow through with direction and understand how the business operates
