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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Cost Accountant

	Job Title:
	Cost Accountant
	FLSA Status:
	

	Department:
	Accounting
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Cost Accountant Applies principles of cost accounting to conduct studies which provide detailed cost information not supplied by general accounting systems by performing the following duties.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Plans study and collects data to determine costs of business activity such as raw material purchases, inventory, and labor.

2. Analyzes data obtained and records results.

3. Analyzes changes in product design, raw materials, manufacturing methods, or services provided, to determine effects on costs.

4. Analyzes actual manufacturing costs and prepares periodic report comparing standard costs to actual production costs.

5. Records cost information for use in controlling expenditures.

6. Analyzes audits of costs and prepares reports.

7. Compiles cost information to be used in operating budget preparation.

8. Makes estimates of new and proposed product or service costs.

9. Recommends cost efficiencies in new product layouts.

10. Provides management with reports specifying and comparing factors affecting prices and profitability of products or services.

11. Develops and installs cost accounting system.

12. Appraises and evaluates real property or equipment for sale, acquisition, or tax purposes.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

.

Education and/or Experience

Requires education generally equivalent to a bachelor's degree in accounting from a four-year college or university and five years accounting experience in a manufacturing environment to include financial statement preparation, and tax preparation or familiarity with tax laws and filing requirements.

Language Skills

Ability to read, analyze, and interpret common financial reports and legal documents. Ability to respond to common inquiries or complaints from regulatory agencies or members of the business community. Ability to write reports and business correspondence.  Ability to effectively present information to top management and/or boards of directors.

Mathematical Skills

Ability to calculate figures and amounts such as discounts, interest, and percentages. Ability to apply concepts of basic algebra.

Reasoning Ability

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical information in mathematical form and deal with several abstract and concrete variables.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or touch objects, tools, or controls; and talk or hear. The employee is occasionally required to stand; walk; reach above shoulders; climb or balance; and stoop, kneel, crouch, or crawl. The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
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