
Accounting Supervisor

Reports to: Controller Department: Accounting Dept
5/1/12

Job Function: Under limited supervision, is responsible for the overall efficient
operations of the Accounts Payable Department and for processing of Accounts
Receivable billings.

Duties and Responsibilities:

1. Oversees the Accounts Payable Department to ensure proper workflow planning,
training and overall supervision as needed.

2. Reviews and posts invoice batches.

3. Responsible for the preparation of billings for both job (AIA and non-AIA
invoices) and miscellaneous non-job billings.

4. Records all billing adjustments.

5. Records all cash receipts.

6. Responsible for various monthly journal entries and account reconciliations for
assigned general ledger accounts.

7. Reviews cost studies used by Project Managers to determine final settlement
with subcontractors and material suppliers.

8. Uploads checks and void checks to Johnson Bank Positive Pay system.

9. Records manual checks.

10. Acts as primary contact for any payment requests that require special timing or
attention.

11. Records all job cost transfers as a result of miscodes.

12. Responsible for monthly equipment entry (review & post).

13. Serves as backup for field payroll.

14. Serves as back up for compiling and sending lien waivers as required.

15. Handles sales tax questions/issues/returns in a multi-state environment.

16. Sets up new jobs in Timberline based on information from Project Coordinators.

17. Assists Controller with special projects and any other duties as needed.

18. Other duties assigned.



Education: Associates degree.

Preferred
Education: Bachelors degree/CPA

Minimum 5 years Accounting experience. Efficient with Microsoft Office.
Experience: Willing to learn Timberline and Access.

Preferred 8 years Accounting experience. Efficient with Microsoft Office,
Experience: Timberline and Access.

Attributes: Organizational Skills Attention to Detail
Communication Skills Thorough
Dependable Time Management
Flexibility Attentive listener
Consistent Adaptability

Administrative Strong organizational skills.
Skills: Ability to communicate effectively with all levels.

Ability to follow policy and procedures.
Ability to function in a high paced environment.
Excellent verbal/written skills.

Machine Skills: Computer, calculator, telephone, copier, fax.

Working
Conditions: Physical effort (up to 40 pounds), typing 50 words per minute.

Physical Demands: Sitting, standing, walking, lifting, carrying, reaching, fingering,
handling, hand/eye/foot coordination, repetitive motions, talking,
hearing.

Physical Strength: Sedentary work. Occasional lifting/carrying up to 40 pounds.

Vision
Requirement: Ability to adjust vision to bring objects into focus.

Math: Ability to perform mathematical equations including simple
addition, subtraction, division, multiplication and simple
percentages.

Communicate: Ability to represent the organization in a professional and positive
manner.

Contacts: Exchange information with co-workers, subcontractors, vendors
and employees.


