
Job Title:   Accounting Manager    Department:  Administration 

Reports To:  Vice President-Finance  Date:  Fall, 2017 

 

SUMMARY:   
 

Accounting Manager oversees the general accounting functions corporate-wide including subsidiaries.  

They oversee accounts payable, accounts receivable, payroll and billing personnel who perform their 

functions for several Companies and locations.  They work closely with the Chief Financial Officer on the 

monthly financial reporting.  They work with other personnel including the sales department and 

operations on matters relating to accounting.    They provide essential accounting control functions by 

reviewing and reconciling various general ledger accounts.  

 

DUTIES AND RESPONSIBILITIES:  
 

 Timely and accurately complete accounting reconciliations including bank reconciliations 

 Complete month end closing and financial statement preparation 

 Complete daily, weekly, monthly, quarterly and annual responsibilities related to the accounting 

function 

 Run reports from accounting systems including month end financial statements and sales reports 

 Address employee, vendor and customer questions, issues and concerns and seek to resolve in an 

effective and timely way. 

 Record additions and disposals of  fixed assets including the calculation of gains & losses and 

depreciation  

 Ensure proper sales tax reporting and timely payment 

 Review and submit payroll taxes payments and reporting  

 Assist with human resource functions including assistance on benefit reporting  

 Work with the purchasing personnel to make sure inventory accounting is accurate and timely  

 Assist with the receipting of inventory quantities and adjustments into accounting system 

 Perform duties related to including fleet reporting highway use tax, fuel and mileage and licenses 

 Work with Credit Manager and Billing Supervisor to insure credit policies for customers are 

followed 

 Perform various internal control procedures to improve controls and reduce risk of fraud  

 Work closely with Vice President-Finance in order to ensure proper accounting policy is being 

followed 

 Other duties as may be assigned by management 

 

 

REQUIREMENTS   (KNOWLEDGE, SKILLS, ABILITIES) 

 Prefer a degree in accounting   

 Minimum 3 years of work experience in accounting is required 

 Some knowledge of construction, construction supplies and aggregates is helpful 

 Work effectively with co-workers, vendors and customers 

 Use effective written and oral communication skills 

 Organized, detailed orientated and strong math skills 

 Strong team member 


