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	JOB DESCRIPTION



	JOB TITLE:
Accounting Assistant

	DBM RANGE: 

B-3-2
	Job Code:
1073
	Department:

Accounting & Administration

	REPORTS TO:

Accounting Supervisor

	PURPOSE:  To provide accounting support to the Accounting team and all of PrimeNet

	PHYSICAL REQUIREMENTS:

The physical demands of this position 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 an individual with disabilities to perform the essential functions.  This position involves bending, sitting and standing for prolonged periods of time while performing necessary functions which include data entry, filing, word processing, speaking on the telephone and lifting materials of up to 25 pounds.

	ESSENTIAL REQUIREMENTS:

1. Responsible for coding and matching invoices & obtaining necessary payment authorization.  Includes verifying PO requests submitted by others within the organization for accuracy and researching invoice and payment inquiries.

2. Verify accuracy of company expense reports, enter information into ProMail, generate and distribute accounts payable checks

3. Prepare journal entries and other financial reports.
4. Process timely and accurate bi-weekly payroll. Includes generating and disbursing daily punch reports, entering payroll changes and complying with any wage and tax requests that are submitted.
5. Maintain and distribute Paid Time Off (PTO) reports as necessary.

6. Maintains confidentiality of payroll information.  

7. Act as backup for posting payments.  

8. Front Desk backup. 

9. Act as a back up to the other department staff members when necessary.

10. Other duties and responsibilities as assigned.

	REPORTING RELATIONSHIPS:  

Reports to and has accountabilities with the Accounting Supervisor, CFO & President.

	COMPANY SPECIFICATIONS:  Time & Resource Management (Productivity)

1. Uses time effectively to achieve expected productivity and efficiency.

2. Demonstrates ability to prioritize work load

3. Uses supplies and other resources (i.e. equipment, computer systems, tools, energy, etc.) efficiently and effectively.
ORGANIZATIONAL COMMUNICATION:

1. Provides prompt, courteous and excellent customer service to internal and external customers at all times. This includes an obligation to actively cooperate and interact with other departments to advance the overall interest of PrimeNet.

2. Promptly shares reliable and complete information to others who need it. 

a. Demonstrates effective communication and attention skills and use of appropriate lines of authority.

b. Provides input to improve operational efficiencies.

3. Attends or is responsible for information given at meetings and through other organizational channels.

a. Keeps current by using staff communication system.

4. Maintains appropriate organizational confidentiality.

	OTHER JOB REQUIREMENTS:

1. Attendance

a. Is consistently present and punctual, and meets company standards.

b. Provides proper advance notification for absence or tardiness.

2. Protocols and Policies

a. Demonstrates understanding of company-wide and department-specific policies and protocols.

b. Maintains the confidential and proprietary nature of company policies.

3. Needs to be able to perform work accurately and efficiently under deadline pressures.

4. Responsible for day-to-day decisions and updating management on department activity status.

	PERFORMANCE REQUIREMENTS:

Knowledge, Skills & Abilities:

Ability to perform multi-faceted projects in conjunction with normal activities. Solid working knowledge of current accounts payable, general ledger, expense reports and general accounting practices. Must be well organized, able to work under pressure and handle several projects at one time while meeting deadlines.  Requires excellent multi-level, interpersonal communication and multi-cultural skills as well as good trouble shooting and problem solving abilities.  Proficient in Word, Excel, Ceridian and ProMail.

	EDUCATION/EXPERIENCE:

1. Two year Accounting or Business Administration Degree; if no degree 0-2 years progressive accounts payable experience.

2. Minimum six months accounts payable or accounts receivable experience.

3. Minimum 18 months prior general office experience

	CERTIFICATIONS/LICENSE:

1. N/A



