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Job Description:  
 Staff Accountant
Responsible To: 
President and CEO
Position Summary:  Support the Finance Department with a focus on payroll, accounts receivable, and special projects as assigned. Must have a good blend of customer service and accounting skills. 

Qualifications:  
Bachelors degree in the accounting field or equivalent work experience. Should be detail oriented and proficient with 10 key calculators, personal computer. Excel and Word working knowledge required. 

Ability to read, analyze and interpret the most complex documents relating to the Accounting Office. Ability to respond effectively to the most sensitive inquires or complaints. 

Significant Duties and Functions 
· Responsible for all payroll related duties including but not limited to:

· Performing all duties necessary to process payroll . 

· Ensure accuracy and integrity of the payroll process.

· Serve as main point of contact for all payroll related issues.

· Maintain an atmosphere of continuous process improvement in payroll, creating policy and procedure documentation.

· Participate in or lead special projects in payroll.

· Interpret company policy and government regulations affecting payroll procedures.

· Monthly customer statements for accounts receivable.

· Processes invoices (incoming & verifying PO's or receiving tickets), posting to vendor accounts. 

· Primary responsibility for researching and reconciling accounts payable statements.

· Communicate with employees and department managers regarding payroll and retail reporting.

· Research and interpret data as necessary. Analyze information and prepare supporting reconciliations.

· Assist in budget preparation, annual physical inventory, and annual audit.

· Assist in retail accounting.

· Special projects as assigned in all areas of Finance Department.

· Performs other duties as assigned.
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