JD For Accounting Assistant

Job Title: Accounting Assistant
Company: [Company Name]
Location: [City, State]

Job Description:

The Accounting Assistant will provide support to the accounting department by
performing various administrative and clerical tasks. The ideal candidate will have a
strong attention to detail, excellent organizational skills, and the ability to work in a
fast-paced environment. This role will report directly to the Accounting Manager.

Key Responsibilities:

e Assist in the preparation and maintenance of financial records, including
invoices, receipts, and payments.
Reconcile bank statements and resolve any discrepancies or issues.
Process accounts payable and accounts receivable transactions accurately and
in a timely manner.
Assist in the preparation of financial statements and reports.
Assist with the preparation of budgets and forecasts.
Conduct financial analysis and assist in identifying areas for cost reduction or
improvement.
Assist in the preparation and filing of tax forms and reports.
Collaborate with team members to ensure accuracy and completeness of
financial data.

e Maintain confidentiality of financial information and adhere to company policies
and procedures.

e Perform general administrative tasks, such as data entry, filing, and
correspondence.

Technical Competency Requirements:
e Utilizes accounting software (QuickBooks or SAP) to record and analyze financial
data accurately.
Applies basic accounting principles and practices to ensure financial accuracy.
e Demonstrates knowledge of financial regulations and compliance requirements in
all tasks.
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Utilizes Microsoft Excel and other Office applications proficiently for financial
analysis.

Applies excellent numerical and analytical skills to interpret financial data
effectively.

Maintains a high level of accuracy and attention to detail in all accounting tasks.
Utilizes financial reporting tools and systems to generate accurate financial
reports.

Adapts to updates and changes in accounting software and systems effectively.

Behavioral Competency Requirements:

Organizes tasks effectively, prioritizing and managing workload to meet
deadlines.

Communicates clearly and concisely in written and verbal interactions.
Collaborates effectively with colleagues, contributing to a positive team dynamic.
Handles financial information with integrity and ethical responsibility.
Demonstrates proactive and self-motivated behavior in independent work tasks.
Applies problem-solving and critical-thinking skills to resolve financial challenges.
Works well under pressure, meeting deadlines while maintaining quality.

Exhibits a high level of professionalism and accountability in all interactions.

Qualifications:

High school diploma or equivalent; Associate's or Bachelor's degree in
accounting or a related field is preferred.

Previous experience in an accounting or finance role is an asset.
Knowledge of accounting software and tools.

Familiarity with financial regulations and compliance.

Strong mathematical and analytical skills.

Attention to detail and accuracy in work.

Proficiency in Microsoft Office suite, particularly Excel.

Ability to adapt to changing priorities and work in a fast-paced environment.
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