	Job Title:


Assistant Accounting Manager/Billing
	Grade:  

208

	Location:

DS&S-Louisville
	Overtime Status:      EEO:  5  

Non-Exempt


SUMMARY OF RESPONSIBILITIES:

Reports to the Accounting Manager/Billing.  Maintains fixed assets and depreciation, conducts monthly and year end tie-outs, prepares journal entries and provides analysis on fixed assets and depreciation.  Responsible for basic review assistance and back-up for cycle, equipment, coin-op and Supply Billing as well as summary billing spreadsheets and coin-op processing.  Assists with projects.  Reconciles bank statements. 

DUTIES AND RESPONSIBILITIES:

1.  Maintains fixed assets and depreciation.  Including new set-ups, deletions, transfers and depreciation reports.


2.  Reconciles bank statements monthly (investment accounts, Bank of Louisville operating account, PNC coin-op/credit cards).  Prepares and inputs journal entries monthly for bank recs.  Prepares monthly schedules for ARBKRC account to ensure all items related to bank reconciliation are entered in the general ledge through OMD.


3.  Generates fixed asset month-end reports and balances them to the trial balance.  Prepares month-end journal entries and inputs into the OMD system and performs analysis.


4.  Conducts year-end analysis on fixed assets, depreciation, interest income and other financial accounts.  Prepares year-end and month end schedules of conations asset accounts, additions disposals, transfers and depreciation.


5.  Assists in running month-end reports. (ex. Inventory, deferred revenue) and balancing these reports.  Entering any journal entries necessary.


6.  Reviews the daily functions, reports and activities of all Billing Specialists.  This includes summary billing spreadsheets, coin-op, cycle billing, supply billing and equipment billing.  Assures accuracy and timeliness of work.


7.  Provides overall support to Billing Specialist.  Assists with problem resolution, training and guidance.


8.  Provides direct support to the Accounting Manager/Billing.  Assists with projects, training of new employees and billing analysis.


9.  Responsible for Accounting Manager/Billing functions, during her absence.


10.  Provides back up for Billing Specialists; coin-op and summary billing positions.
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11.  Monitors coin-op check requests and invoices, cycle billing, supply billing, equipment billing and summary billing for accuracy and timeliness.

12.  Provides training and assists with problem resolution for Fast Track Billing.  


13.  Processes equipment order forms on rental/leased equipment, generates invoices, reviews for

       accuracy, and distributes paperwork.


14.  Conducts monthly analysis on equipment billed out of inventory to determine if we own use
       tax.

15.  Assists the Accounting Manager/Billing and other management staff with special projects as

       assigned.

16.  Prepares monthly cash flow statement on fixed assets for financial meeting.

17.  Reviews JB report (sales tax analysis) daily for errors.  Makes corrections and maintains

       communication with Accounting Manager for monthly tax return filing.

16.  Assists customers and internal personnel with billing questions.  Assists with providing

       reports, analysis and research to management and salespeople.

17.  Maintains a positive, professional relationship with other billing personnel, co-workers from

       other departments, and external customers.

18.  Processes daily invoices and releases for printing.  Distributes invoices to appropriate people.

       Generates invoice reprints as requested.

19.  Orders invoices, shipping labels and packing lists.  Responsible for maintaining

       inventory for those items.

20.  Renews registration on all company vehicles.  Maintains and keeps accurate files.


21.  Conducts monthly analysis on deletions and donations.

PHYSICAL REQUIREMENTS:

*Ability to communicate effectively.

*Ability to utilize VDT and keyboard for data entry and retrieval purposes.

*Ability to access files from 6-8 foot shelf utilizing a step stool.

*Ability to lift a 25 lb. box of invoices/statements.
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MINIMUM REQUIREMENTS:

*Bachelors degree in Accounting preferred.

*3-5 years of previous Accounting experience.

*Good verbal and written communication skills.

*Excellent attention to detail.

*Proficiency with Excel and Windows95.
*Supervisory experience preferred.

This job description is not all inclusive.  Other duties and responsibilities may be added as necessary by the Accounting Manager/Billing.

I have received a copy of the above description of my current position.  I have read and reviewed the duties and responsibilities of which I am responsible, as well as the physical and minimum requirements of this position.  I understand that I am accountable for the duties and responsibilities as described.  I understand that this document does not create an employment contract and that I am employed by Duplicator Sales & Service/Derby City Lithographing on an “at will” basis.

____________________________________
__________________________________

Employee Signature




Date

____________________________________  

Witness

11/6/98

ACCTPROJ

