Senior Accounting Clerk
Reports to: 




Department:
Classification:




Division:
Date: 





Approved:

Job Summary:
Under minimum supervision, performs accounts payable, accounts receivable, and accounting functions according to established procedures or as directed by the Accounting Manager. Has access to all financial statements, including profit and loss statements and all supporting data, with the exception of salary and hourly payroll detail. Reports to the Accounting Manager.

This position has internal contacts with the entire administrative staff and external contact with vendor accounts receivable and customer accounts payable departments.

Essential Functions:
1. Accounts Payable–Responsible for the processing and verification necessary to ensure accurate payment of all legitimate invoices on a timely basis by means of the following procedure:

a. Maintains an open packing slip file and open purchase order file.

b. Matches invoices to packing slips and purchase orders.

c. Issues a daily report on invoices received that do not agree with purchase orders.

d. Verifies invoices for quantity, unit price, extension, and discount.

e. Routes miscellaneous invoices to proper people for approval for payment.

f. Assigns accounting account numbers to invoices for proper distribution in financial statements.

g. Assigns dates for invoices to be paid.

h. Coordinates schedule for computer time for voucher reports, remittance advices, checks, and journals. Also verifies the accuracy of each report.

i. Maintains a log of invoices vouchered by batch number and dollar amount.

j. Stamps vouchered bills "PAID" and files as vouchered invoices waiting for payment.

k. Issues checks daily upon special request or in accordance with schedule prepared by Accounting Manager.

l. Attaches original invoices to duplicate copy of check for permanent record.

m. Maintains the file of paid invoices.

n. Communicates with suppliers regarding errors or questions on invoices.

o. Coordinates the efforts of additional help required to meet above schedules.

p. Verifies month-end totals of Account Distribution, Cash Disbursements, and Open Items reports and coordinates closing to the general ledger.

2. Accounts Receivable–Responsible for the processing and verification necessary to ensure accurate daily maintenance of customers' accounts by means of the following procedure:

a. Posts checks received daily to aged trial balance to maintain a running record of unpaid invoices.

b. Prepares remittance advices for keypunching.

c. Verifies the accuracy of the daily deposit ticket and computer run of cash receipts.

d. Processes daily sales invoices through CRT. Edits the file and coordinates keypunching to correct or add any missing purchase order numbers, part numbers, unit prices, or accounting account numbers prior to the printing of the invoices.

e. Maintains the file of copies of all invoices, debits, and credits issued to customers.

f. Maintains computerized monthly invoicing file and coordinates the transfer to the accounts receivable master file.

g. Maintains the computerized daily and monthly sales history file for use at the end of the month for cost of goods sold and general ledger entries.

h. Maintains the file of customer purchase orders for prototypes and supplies pertinent information for keypunching when invoiced.

i. Computes and issues debits/credits for retroactive price increases, including a recap of all shipments, invoice numbers, and prices.

j. Prepares a list of debits and credits for keypunching and assigns accounting account numbers for proper distribution in the financial statement.

k. Verifies the month-end total of sales distribution, sales history, sales returns and allowances, and cash receipts journal and coordinates closing to the general ledger.

l. Communicates with customers regarding their accounts.

3. Accounting–Responsible for accurate preparation of information and journals necessary to produce the financial statements in accordance with established procedures.

4. Responsible for various accounting functions, such as:

a. Maintains daily bank balance and verifies daily.

b. Maintains detailed records by individual projects and customer necessary for deferred income and prepared tool and die and prototype reports, such as: copy of customer invoices, copy of vendor invoices, record of in-house labor.

c. Prepares a detailed report of deferred income and prepared expense for tooling and prototype projects at month end.

d. Prepares the journal entry to transfer deferred income and prepaid expenses to the profit-and-loss statement as soon as a tooling or prototype project has been completed.

e. Maintains the Capital Asset record of and assigns tag numbers to new acquisitions.

f. Prepares a quarterly report of commissions paid broken down by product account for the Controller.

ADDITIONAL RESPONSIBILITIES:
Assists the Accounting Manager in the preparation of periodic miscellaneous reports and surveys for senior officials, government units, and year-end audit work papers.

Education and Experience:
1. High school graduate with a course in bookkeeping.

2. At least one year of business college with an Accounting major, preferably two years.

3. One year of related work experience.

