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Job Title: Accounting Analyst 
FLSA 
Classification: 

Exempt 

Department: Administration Reports To: 
Director of Finance and 
Purchasing 

 
 
JOB SUMMARY: 
 
Responsible for providing accounting support to the Director of Finance and Purchasing.  
Processes accounts receivable, accounts payable, and general ledger transactions on a daily, 
weekly, and monthly basis.  Assists with the creation on month end financial statements. 
 
ESSENTIAL JOB DUTIES AND RESPONSIBILITIES: (Additional duties may be assigned) 
 
 

20% Process accounts receivable and sales order invoices.  Send and file customer 
invoices. 
 

20% Process accounts payable invoices including coding, obtaining approvals, entry 
and posting, filing, and maintaining petty cash. 
 

15% Process purchase order invoices including checking and receiving information, 
entry and verification of pricing, quantity, and general ledger code, posting and 
filing. 
 

10% Process bank entries and reconcile daily transactions.  Process monthly bank 
reconciliations. 
 

5% Process and file all cash receipts including credit card payments, checks, wires, 
and cash. 
 

5% Collect payment for past due invoices, respond to customer inquiries regarding 
various issues including missing invoices. 
 

5% Process accounts payable check run including: selecting and pulling invoices, 
running totals, checks, and journals, posting and preparing for signing, and filing. 
 

5% Reconcile vendor statements, request missing invoices, answer vendor calls 
regarding past due invoices. 
 

5% Process weekly payroll entry and journal entries. 
 

10% Assist with the month end close including processing necessary entries, running 
reports, posting to the general ledger, opening the new period, and creating 
monthly statements 

JOB DESCRIPTION 
 



Accounting Analyst  12/16                                                  Page 2 

 
 
EDUCATION AND EXPERIENCE:    
 

 Bachelor’s Degree in Accounting, Finance, or related major required. 

 Minimum three years manufacturing accounting experience. 

 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 

 Familiarity with modular based ERP packages (Traverse) 

 Analytical skills with ability to solve customer and operational problems. 

 Strong written and oral communication skills to interact with customers and co-workers in a 
professional and helpful manner in person or via phone or written correspondence. 

 Ability to create, compose, and edit written materials. 

 Must be detail oriented. 

 Excellent organizational and interpersonal skills. 

 Ability to prioritize and multi-task. 

 Ability to send/receive email messages, post information to a database or spreadsheet, and 
perform word processing and/or data entry.  Ability to create spreadsheets and reports using 
standard software applications. 

 Mathematical Skills - Ability to add, subtract, multiply and divide in all units of measure, 
using whole numbers, common fractions, and decimals.  Ability to calculate interest 
and percentages.  Ability to work with mathematical concepts such as probability and 
statistical inference and fundamentals of plane and solid geometry and trigonometry.   

 Guidelines and Judgement - Guidelines are available, but are not completely applicable 
to the work or have gaps in specificity.  The employee uses judgment in interpreting 
and adapting guidelines such as policies, regulations, written precedents, and work 
directions for application to specific cases or problems.  The employee analyzes results 
and recommends changes to guidelines. 

 Complexity of Duties - Wide variety of duties requiring general knowledge of 
departmental policies and procedures that guides the exercise of judgment and 
decision making within the specifications of standard practice.  Guidance is sought 
from a higher level of experience for complex situations not previously covered.  Duties 
require some judgment and planning and initiative to work independently toward 
general results and making decisions based on precedent and/or established criteria. 

 Reasoning Ability - Ability to solve practical problems and deal with a variety of concrete 
variables in situations where only limited standardization exists.  Ability to interpret a 
variety of instructions furnished in written, oral, diagram or schedule form.   

 Confidentiality - Works with confidential data such as customer files, pricing 
information, vendor contracts, or other company information which, if disclosed, 
might have adverse internal or external effects. 
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MENTAL AND VISUAL DEMAND 
Close mental and visual attention required to perform work dealing primarily with preparing and 
analyzing data and figures, performing accounting work, using a computer terminal, and extensive 
reading. 

 
PHYSICAL ACTIVITIES AND REQUIREMENTS 

 Ability to reach, sit, use fingers, talk, hear, and perform repetitive motions.  

 Ability to exert up to 10 pounds of force occasionally and a negligible amount of force 
infrequently to lift, carry, push, pull or otherwise move objects. 

 
EQUIPMENT AND MACHINES USED 
Ability to operate a fax machine, telephone, photocopier, calculator, printer, and computer with 
Windows and accounting software. 
 
WORK ENVIRONMENT: 
 
There is no exposure to adverse environmental conditions.  Work is performed in a typical office 
work environment. 
 
Disclaimer: 
 

 All requirements are subject to possible modification to reasonably accommodate individuals 
with disabilities. 

 This job description in no way states or implies that these are the only duties to be 
performed by the employee(s) occupying this position.  Employees will be required to follow 
any other job-related instructions and to perform any other job-related duties requested by 
their supervisor.   

 The company reserves the right to add to or revise an employee's job duties at any time at 
its sole discretion. 

 This document does not create an employment contract, implied or otherwise, other than an 
“at will” employment relationship. 

 
 

 
I acknowledge that I have read this job description and have received a copy for my 
records.  

Employee Name:  

Date:  

 
 


