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Job Description
JOB TITLE:
 General Accounting Clerk
DEPARTMENT:
Finance
REPORTS TO:
Controller
FLSA STATUS:

Non-Exempt

PREPARED BY:

Chief Financial Officer
DATE PREPARED:

December 14, 2011
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

· Processes/posts a variety of accounting transactions such as invoices, payments, bank deposits, expenses and time cards in accordance with department procedures
· Maintain accounting files and file paperwork appropriately

· Check and verify accounting data

· Generate and post journal entries
· Update/create EXCEL spreadsheets

· Account reconciliations

· Month end close responsibilities as assigned

· Other duties as assigned.

QUALIFICATIONS:


To perform this job successfully, an individual must be able to perform all essential duties and responsibilities satisfactorily within multiple accounting disciplines. The requirements listed below are representative of the knowledge, skill, and/or ability required

EDUCATION AND/OR EXPERIENCE:
    




AA Degree in Accounting, or equivalent experience.
REASONING ABILITY:
Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

COMPUTER SKILLS:
To perform this job successfully, an individual should have knowledge of Internet software, EXCEL, MSWORD. MAS 90 a plus.
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; stand, use hands to finger, handle, or feel; reach with hands and arms and talk or hear.  The employee is required to stand and walk. The employee must occasionally lift and/or move up to 20 pounds. Specific vision abilities required by this job include close vision, color vision and ability to adjust focus.

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 noise level in the work environment is usually moderate.

EEO:


Bill Wilson Center is an Equal Opportunity/Affirmative Action employer.

This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  The order in which duties and responsibilities are listed is not significant.  Because of a need to remain responsive to the needs of our clients and our Agency’s operations, responsibilities may be modified at any time.
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