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Caesarstone Technologies U.S.A 

611 Belfast Commerce Centre, Richmond Hill, GA 31324

T  912-459-1965  F  912-459-2366  www.caesarstone.com


	Job Description – Staff Accountant

	Definition of duties:
	Staff Accountant

	Start Date:
	Immediately 

	Pay & Type of Placement:
	$45,000-50,000 salary. Direct Hire. 

	Hours:
	Monday thru Friday. 8:00am to 5:00pm. 

	Functional affiliation:
	General Operations Department.

	Direct subordination
	CFO

	Subordinates:
	None.

	Connection with other positions:
	Internal Organization: All plant departments.
External Organization: Suppliers, subcontractors and vendors.
Subsidiaries: CS-I, CS-UA, CS-C.

	Fields of Activity:
	1. Responsibility for the preparation of financial reports:
· Conducts semi-annual internal audits of policies and procedures at all company warehouse locations and headquarters including overseeing warehouse safety 

· Prepare written audit reports to Senior Management following monitoring activities of prior audit findings 

· Assist in and collect requested documentation for quarterly and annual external audits 

· Prepare and enter monthly journal entries including month end accruals 

· Assist in the monthly, quarterly and annual financial closings 

· Assist in annual inventory counts 

· Assist in budget process 

· Request and analyse monthly inventory cycle counts of all company warehouse locations 

· Prepare corporate state sales and use tax returns

· Prepare and submit government reporting such as; BEA and US Census Bureau

· Distribute profit and loss statements to external management  

· Reconcile daily cash collections, including checks, credit cards, ACH and wires 

· Researching and correcting account discrepancies 

· Collect, evaluate and calculate sales representatives quarterly bonus reports 

· Provide accounting assistance to operational and sales personnel 

· Prepare, distribute and analyse revenue, cost and sales reports as needed 

· Prepare and reconcile bank accounts and bank statements
· Prepare and control the companies fixed assets

	Indicators of success:
	Satisfaction of the direct manager.

	The above statements are intended to describe the general nature and level of work being performed by incumbents. They are not intended to be an exhaustive list of all responsibilities, duties, skills required of personnel so classified and it is not a contract express or implied. 

HR Manager___________________________________________________Date _________

I have read the above job description and understand the expectations. I can perform the essential functions and meet the basic requirements. 

EMPLOYEE___________________________________________________Date _________
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