
JOB TITLE: Accountant

REPORTS TO: Controller

EXEMPTION STATUS: Non-Exempt

GRADE/SALARY:

DEPARTMENT:

LAST UPDATED: May 9, 2012

PURPOSE
The purpose of this Job Description is to establish and define the authority, accountability,
reporting relationships, responsibilities, duties, and measures of performance of the Accounting
Assistant of _____________.

BASIC FUNCTION
The basic function of the Accountant is to perform Accounts Payable and Accounts Receivable
functions in a timely, accurate, and efficient manner.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES
 Review and enter accounts payable invoices.
 Prepare and mail accounts payable checks weekly and as needed.
 Maintain Chameleon records and program.
 Assure all submitted requests for payment have proper back-up documentation and

account coding, including accurate coding to ‘cost type’ and ‘subcontract number’.
 Receive and prepare daily deposits for delivery to bank.
 Record cash receipts in Masterbuilder daily.
 Create and send customer statements each month.
 Regular monitoring of Accounts Receivables.
 Create job and client numbers.
 Answer all customer inquiries, conducting research regarding outstanding billings and

delays in payment.
 Create client billings and affidavits/waivers on a monthly basis.
 Prepare, collect and track lien waivers from subcontractors including exposure to supplier

liens.
 Maintain accounts payable and receivable files.
 Maintain note, annuity, and lease detail for issuance of checks in a timely manner.
 Assist with annual audit preparations including preparation and reconciling year-end

balances.
 Assure associate expense reports have required documentation and approval.
 Process food allowance checks and maintain spreadsheet.
 Reconcile vendor statement and obtain invoice copies as needed.
 Prepare bank recs.
 Reconcile credit card accounts, enterprise and wright express monthly
 W-9 collection and 1099 reporting.
 Tax exemption



 Contract review and complete accounting checklist.
 Prepare accounts payable accruals for month end.
 Provide job specific information to clients upon request.
 Perform job in a professional manner (appearance, language, behavior).
 Stay current with changing technology/tools and participate in educational/training

opportunities.
 Follow company policies and procedures.
 Uphold the values and missions of _________________.
 All other duties as assigned.

JOB REQUIREMENTS
To perform this job successfully, an individual must be able to complete all areas outlined for
this position in a satisfactory manner. The requirements listed below are representative of the
knowledge, skills, and/or abilities necessary to meet the minimum job requirements of this
position. Reasonable accommodations may be made to enable individuals with disabilities to
perform these essential functions.

EDUCATION
 Required: High School Diploma or GED
 Preferred: Associates Degree in Accounting

LICENSING/REGISTRATION/CERTIFICATION
 Required: Have and maintain valid driver’s license along with proof of insurance

according to company standards
 Preferred: None

EXPERIENCE
 Required: Sound numerical background and competent in cash receipts posting

and allocation.
 Preferred: 2-4 years experience in both Accounts Payable and Accounts

Receivable.

SKILLS, KNOWLEDGE, AND ABILITIES
 Knowledge of the general construction industry and the sub trades.
 Ability to translate a customer payment and remittance advice into accurate cash

postings and allocations.
 Ability to communicate with Project Managers and customers.
 Ability to perform tasks and follow directions assigned by the Controller

accurately and within the specified timeframe.
 Ability to identify and troubleshoot problems before they become major issues.
 Ability to handle multiple tasks at the same time while maintaining attention to

detail.
 Ability to meet deadlines.
 Ability to work in stressful situations.
 Knowledge of Microsoft Office Applications.
 Excellent written and verbal communication skills.
 Ability to interact with management.



PHYSICAL DEMANDS
These physical demands are representative of the physical requirements necessary for an
associate to successfully perform the essential functions of the Accounting Assistant’s job.
Reasonable accommodation can be made to enable people with disabilities to perform the
described essential functions of the job.

While performing the responsibilities of the Accounting Assistant’s job, the associate is required
to talk, hear, and see. The associate is often required to sit and use their hands and fingers, to
handle or feel and to manipulate keys on a keyboard. The associate is occasionally required to
stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl.
Must have sufficient manual dexterity to be able to operate all office equipment including, but
not limited to: computers, fax machines, copy machines, and telephones.

WORK ENVIRONMENT
While performing the responsibilities of the job, these work environment characteristics are
representative of the environment the Accounting Assistant will encounter. Reasonable
accommodations may be made to enable people with disabilities to perform the essential
functions of the job.

While performing the duties of this job, the noise level in the work environment is usually quiet
to moderate.

CONCLUSION
This job description is intended to convey information essential to understanding the scope of the
Accounting Assistant’s position and it is not intended to be an exhaustive list of skills, efforts,
duties, responsibilities or working conditions associated with the position.


