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Accounting Coordinator
Job Description

Revised 2/17/21
FLSA Classification: Exempt 
Summary of Position
Drive the daily and weekly cash flow by processing all Accounting/Finance related mail, posting payments, and updating and reviewing financial records.  Ensure all bills/invoices are paid in a timely manner.  Assist in the Invoicing and Vendor Pay Processes, including pre-season set up for customers and service providers.  Coordinate the collections process and aging report.  Assist the Controller in accounting duties, such as account reconciliations and expense reporting.  Perform administrative duties as needed.  This position requires a high level of detail-orientation and follow through in a fast-paced environment.  Become a subject matter expert in the overall function of how the business runs, the systems we use, and the customers we serve, focusing on how your day-to-day responsibilities integrate into and support the overall business goals.    

Responsibilities

Essential Functions
· Review all Accounting/Finance mail and correspondence and post checks and payments received in an expeditious manner.  

· Pay all bills and invoices in a timely manner, including obtaining authorization for different levels and types of purchases.    

· Monitor cash flow and report discrepancies and concerns to the Controller and/or Senior Management.  

· Be a subject matter expert on the relationship between CrewTracker and QuickBooks and how it drives the Invoicing Process.  Assist in the Invoicing and Vendor Pay Processes as needed. 

· Assist in pre-season customer and service provider set up, including but not limited to third-party billing setup, business forms, ACH forms, etc. 

· Coordinate and follow through on the collections process.  This includes managing the aging report, making attempts to receive collections, and working collaboratively with the Sales and Operations and Invoicing team to resolve outstanding collection issues.
· Purchase and monitor stock of office supplies, IT equipment, and other business supplies and resources.  

· Answer customer communications in a timely manner and assess customers’ needs to ensure expedient and quality customer resolution.
· Perform account reconciliations, expense monitoring, and other accounting duties.

· Perform administrative duties as needed.

Non-Essential Functions
· Perform any other task or assignment as directed by management.

Knowledge and Skills
· 3-5 years of Accounting, Accounts Payable, and/or Accounts Receivable experience is required.

· QuickBooks experience is required.

· Bachelor’s Degree in Accounting or related field or High School Diploma and equivalent experience.
· Active and consistent follow-up and accountability for meeting deadlines is essential to success in this role.

· Strong detail-orientation, time management and organizational skills, allowing the ability to multi-task and prioritize work in a fast-paced, deadline driven environment.

· Flexibility in schedule vital, particularly during peak winter season.  Extra hours will be needed during the winter season to ensure time sensitive deadlines are met.

· Proficiency in Microsoft Office products, specifically strong Excel skills (familiarity with formulas, vLookups, Pivot Tables, and Data Analysis). 

· Customer-focused; positive demeanor. Develop and maintain effective working relationships with a wide audience (internal and external). Able to work independently or in a group setting.
· Experience using a CRM system is strongly preferred.

· Problem solving; attention to detail and accuracy essential.

· Must be readily adaptable to fast-paced, changing/evolving environment.

· Maintain a reliable and dependable attendance record.

· High level of integrity, work ethic, and confidentiality.

Work Environment/Physical Demands

· This job operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, printer/copiers, filing cabinets, and fax machines.

· While mainly a sedentary role, the position requires the ability to sit, stand, bend, reach, push, pull, ascend/descend stairs, and walk for various lengths of time throughout the day.
· The ability to lift 25 pounds if needed.

Management may, at its discretion, assign or reassign duties and responsibilities to this job at any time
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