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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



Staff Accountant

	Job Title:
	Staff Accountant
	FLSA Status:
	

	Department:
	Accounting
	Reports To:
	Controller/Office Manager

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

The Staff Accountant is responsible for compiling various financial statements and reports for management use following all accounting principles and government regulations.

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. Compiles and analyzes financial information in order to prepare journal entries to accounts, such as general ledger accounts, and documenting business transactions.

2. Sets up new accounts when needed.

3. Processes month-end reports for management review.

4. Coordinates the completion of the balance sheet account analysis.

5. Analyzes financial information detailing assets, liabilities, and capital, and reviews and verifies balance sheet, profit and loss statement, zero price inventory reports, and other reports to summarize current and projected company financial position.

6. Prepares, verifies, and controls the entering of journal entries to the general ledger.

7. Evaluates subsidiary journals for obvious errors and omissions and enters corrected data into the general ledger.

8. Performs all tasks associated with the general ledger, i.e. enters monthly journal entries, executes monthly closing entries, executes month-end general ledger.

9. Performs monthly closing of unbilled revenue, adjustment to closed orders, billing summary, and overall analysis.

10. Ensures timely processing of financial statements.

11. Reconciles bank accounts and other company financial accounts; investigates discrepancies in accounts and make corrections as needed.

12. Monitors Purchase Risk Account.

13. Monitors and reconciles Erection Reserves.

14. Facilitates check processing.

15. Reviews account payable transactions.

16. Checks account numbers on invoices and the accuracy of final check payments.

17. Processes DS Stock reports.

18. Reviews and enhances the online financial statements to ensure that the information reported properly reflects the company's financial position.

19. Performs year-end close out of accounts and assists in the preparing of year-end tax returns.

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 a bachelor's degree in accounting from a four-year college or university plus three to five years related accounting experience; or eight years progressively responsible related accounting experience; or a combination of education and experience.

Language Skills

Ability to read, analyze, and interpret financial reports, bank statements, and accounting regulations. Ability to write reports and business correspondence. Ability to effectively communicate to managers and other employees of the organization.

Mathematical Skills

Ability to calculate figures and amounts such as account balances, appropriate tax, discounts, interest, proportions, and percentages. Ability to apply concepts of basic algebra.

Other Qualifications

Requires the ability to operate various office equipment to include a computer, calculator, and copier.  Requires a working knowledge of spreadsheet software.  Requires an attention to detail. Requires knowledge of company products and accounting system.

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.

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. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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