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Job Title: ACCOUNTING TECHNICIAN     
   
SUMMARY 

Under minimal supervision, performs advanced accounting transactions to process 

receivables, analyze partial balances, and provide general accounting support.   

 

ESSENTIAL FUNCTIONS 
 Receives and posts individual payments to the customer Accounts Receivable (AR) 

ledger. 

 Works with the customer or other Gallo departments to post complicated payments.  

 Creates and transfers Electronic Funds Transfer (EFT) files to the bank. 

 Posts the bank EFT file to the customer’s Accounts Receivable ledger in Gallo’s ERP 

system. 

 Balances daily incoming cash on bank reports to the activity posted to the AR system 

and drives the resolution of variances. 

 Creates adhoc reports as requested by the Credit Manager or other internal 

departments. 

 Investigates and pursues collection of past due accounts receivable. 

 Works with customers, and other Gallo departments to investigate and resolve 

deductions from payments. 

 When needed, notifies the customer and the appropriate Gallo contact (e.g., Sales) 

about expected upcoming payments.  

 Enforces approved payment terms and credit limits. 

 Notifies customers of cash in advance or letter of credit requirements.  

 Reviews orders on credit hold and takes appropriate action necessary to release them 

for shipment and avoid shipping delays. 

 Communicate potential shipping/credit release problems appropriately (e.g., to Credit 

Manager, Field Sales, Sales Management, Customer Service, G3, Freight Forwarder 

and customer). 

 Maintains the Credit Department’s database for financial statement requests, 

customer guarantees, and Standby Letter of Credits. 

 Sets up and maintains customer Credit files. 

 Provides excellent customer service to internal and external customers. 

 Maintains satisfactory attendance, to include timeliness. 

 Responsible for understanding and complying with applicable quality, environmental 

and safety regulatory considerations. 

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

not prescribe or restrict the tasks that may be assigned. 

 

SUPERVISOR RESPONSIBILITIES 

N/A 
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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 plus 5 years of accounts 

receivable experience reflecting increasing levels of responsibility.   

 Required to pass a Credit Check. 

 

PREFERRED QUALIFICATIONS 
 Some college course work in accounting plus 5 years of accounts receivable 

experience reflecting increasing levels of responsibility. 

 JD Edwards experience or SAP experience.   

 Experience reading, analyzing and interpreting general business periodicals, 

professional journals, technical procedures, or governmental regulations.  Experience 

writing reports, business correspondence, and procedure manuals.  Experience 

effectively presenting information and responding to questions in one-on-one and 

small group situations to customers, clients, and other employees of the organization. 

 Computer skill requirements include: basic MS Word; intermediate MS Excel; MS 

Outlook. 

 Skilled in calculating figures and amounts such as discounts, interest, commissions, 

proportions, and percentages.  Experience applying concepts of basic algebra and 

geometry. 

 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 working under pressure, meeting aggressive deadlines and making sound 

decisions. 

 Ability to use discretion when dealing with confidential information. 

 Good organizational skills. 

 

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 to finger, handle, or feel; talk or hear.  The employee is occasionally required 

to stand; walk; reach with hands and arms.  Specific vision requirements include close 

vision. 
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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. 

  

 

 

 

 
 


