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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 Accounting Clerk

	Job Title:
	Cost Accounting Clerk
	FLSA Status:
	

	Department:
	Accounting
	Reports To:
	Controller

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Cost Accounting Clerk is responsible for applying principles of cost accounting to conduct studies which provide detailed costs information, records and reports.  This position will work extensively with purchasing, manufacturing and engineering personnel.

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. Sets standard costs for manufactured and purchased parts.

2. Assists the Job Cost Accountant in costing major jobs.

3. Creates and rolls inventory standards.

4. Conducts analysis on a weekly, monthly and quarterly basis for manufacturing and budget variance for manufacturing and labor efficiency, material usage and purchase prices.

5. Addresses any large purchase price or manufacturing variances.

6. Calculates standards for outside operations.

7. Calculates actual costs for non-stock controlled parts.

8. Assists in annual external audits.

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 an Associate’s Degree in Accounting.
· Requires 1-3 years of accounting experience.
· Requires mathematical skills that require the ability to add, subtract, multiply and divide.
· Requires a strong knowledge of Microsoft Office Applications including Excel and Word.

· Will utilize TCM (Workwise) software.

· Requires good oral and written communication skills.

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.  The phrases “occasionally,” “regularly,” and “frequently” correspond to the following definitions:  “Occasionally” means up to 1/3 of working time, “regularly” means between 1/3 and 2/3 of working time, and “frequently” means 2/3 and more working time.
While performing the duties and responsibilities of this position, the employee is occasionally required to stand and walk.  The employee is regularly required to talk and listen and routinely sits and uses hands to finger or handle.  Specific vision requirements for this position include close vision and the ability to adjust focus.  
The incumbent will occasionally be required to lift up to 25 pounds, such as loading paper in the printer.  

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.

The employee works in an office environment with moderate noise.  Occasional trips to manufacturing areas will be required.  

The above statement reflect the general details necessary to describe the principle functions of the occupation describes and shall not be construed as a detailed description of all the work that may be inherent in the occupation.
	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. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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