POSITION ANNOUNCEMENT

POSITION:  

ACCOUNTANT


LICENSE:  No



DEPARTMENT: 
Accounting Department

GRADE: DOE
REPORTS TO: 
Controller



STATUS: Non-Exempt

POSITION SUMMARY:

All work necessary to make journal entries for the day-to-day financial transactions of the organization.  

ESSENTIAL FUNCTIONS:

1. Responsible for the integrity of general ledgers.

2. Coordinates the completion of the balance sheet account analysis.

3. Reviews cost center and chart of accounts structures.  Makes recommendations as to cost center\account structure that will identify the nature of expenses to their proper area; assists in controlling annual expenditures and streamlines the data processing required during month-end.

4. Prepares, verifies, and controls the entering to journal entries to the general ledger.

5. Evaluates subsidiary journals for obvious errors and omissions and enters corrected data into the general ledger.  Performs all tasks associated with the general ledger, i.e. enters monthly journal entries, executes monthly closing entries, executes month-end closing entries, executes month-end general ledger (by cost center and by natural account).

6. Reviews monthly balance sheet and profit-and-loss statements. 

7. Coordinates monthly closing and production of financial statements to guarantee timely reporting

8. Reviews, redesigns, and enhances the on-line financial statements to ensure that the information reported properly reflects the company’s financial position.

9. Assists in reviewing and updating monthly closing procedures.

10. Subsidiary Schedules: Reviews supporting schedules to ensure that the Company’s accounting practices are being maintained and makes recommendations where applicable.

11. Prepares reports as needed.

12. Reviews and documents present accounting practices and procedures. 
13. Other duties may be assigned within the scope and complexity of this position’s essential functions.

14. Must attend any and all trainings offered through the Bay Mills Human Resources Training Department.

PHYSICAL REQUIREMENTS:

While performing the duties of this job, the employee is regularly required to sit with occasional walking and standing.  Occasionally the employee must bend, crouch, kneel, push/pull, and be able to reach above shoulder level.   The employee must occasionally lift and/or move up to 25 pounds.  The employee is required to use their hands for repetitive action such as simple grasping of a pen or pencil.   

POSITION REQUIREMENTS:

1. Bachelor’s Degree in Accounting preferred or Bachelor’s Degree in related business field required.

2. At least 1 to 3 years experience in the field of accounting.

3. Knowledge of computers and computer applications.

4. Excellent communication skills required.

5. Must have an excellent past work record.

6. To perform this position successfully, an individual must be able to satisfactorily perform each function listed under the essential functions and physical demands categories of this position description.

PREFERENCE:
Preference will be given to those of Native American descent.

CLOSING DATE:  
April 3, 2017 @ 4:30 pm
APPLY TO:

Send Cover Letter, Resume and List of References to:




Renae Carrick; Human Resources Generalist 




Bay Mills Human Resources Department





12124 W. Lakeshore Drive




Brimley, MI  49715




rmcarrick@baymills.org



Subject: Accountant

Revised 11/22/16

Revised 11/22/16




