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Job Title: ACCOUNTANTASSOCIATE-FINANCE 
 
SUMMARY 
Analyzes and maintains a complete and accurate general ledger; prepares managerial and 

financial reports. 
 

 

ESSENTIAL FUNCTIONS 
 Maintains business units and/or table of accounts and assigns to proper accounts. 

 Analyzes records of financial transactions to determine accuracy and completeness of 

entries. 

 Prepares balance sheet, profit and loss statement, and other financial reports. 

 Coordinates accounting matters with other departments, locations and divisions. 

 Reports and advises on organization’s financial status. 

Develops, implements, modifies and documents accounting systems.  

 Adapts accounting and recordkeeping functions to current computerized accounting 

systems technology.  

 Conducts special studies, develops or recommends enhancements to accounting 

methods and procedures. 

 Utilizes computer to input, retrieve or display accounting information. 

 Maintains satisfactory attendance, to include timeliness. 

 Responsible for understanding and complying with applicable quality, environmental 

and safety regulatory considerations.  If accountable for the work of others, 

responsible for ensuring their understanding and compliance. 

    This job description reflects management’s assignment of essential functions; it does 

 not prescribe or restrict the tasks that may be assigned. 
 

 

SUPERVISORY RESPONSIBILITIES 

N/A 
 

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 

skill and ability required.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

MINIMUM QUALIFICATIONS 
 High school diploma or State-issued equivalency certificate. 

 Bachelor’s degree in Business, Finance, Accounting, Economics, Statistics, or 

Mathematics; or 4 years of Finance, Accounting, Economics, Statistics, or 

Mathematics experience reflecting increasing level of responsibility. 

 
PREFERRED QUALIFICATIONS 
 Bachelor’s degree in Accounting plus 2 years of Accounting experience reflecting 

increasing levels of responsibility. 

 Experience reading, analyzing and interpreting general business periodicals, 
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professional journals, technical procedures or governmental regulations.  Experience 

writing reports, business correspondence and procedure manuals.  Experience 

effectively presenting information and responding to questions from groups of 

managers, clients, customers and the general public. 

 Experience with MS Word and Excel. 

 Experience calculating figures and amounts such as discounts, interest, commissions, 

proportions and percentages.  Experience applying concepts of basic algebra. 

 Experience solving practical problems and dealing with a variety of concrete 

variables in situations where only limited standardization exists.  Experience 

interpreting a variety of instructions furnished in written, oral, diagram or schedule 

form. 

 Experience applying established procedures to situations that are non-routine in 

nature requiring some evaluation, originality or ingenuity. 
 

 

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 frequently required to sit; use 

hands finger, handle or feel and talk or hear. 

 
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. 

 

 


