Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Fixed Asset Accountant

DIVISION: Accounting
JOB CODE:   213030



DEPARTMENT: Finance
FLSA: Exempt 

GRADE:  NO

LOCATION: Denver West

POSITION REPORTS TO:  Accounting Manager
SUMMARY:
To perform general ledger analysis and reconciliation, fixed asset management, asset capitalization and depreciation and, the recording and monthly payment of capital leases, notes and mortgages including the construction and modification of amortization schedules and other related fixed asset accounting activities.    To perform all responsibilities in compliance with various federal and state regulations and changes in regulations.  To perform responsibilities in compliance with the Colorado Limited Gaming Act.  

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES :

1.
Within the realm of the responsibility of the job, maintains a clean and safe work environment.  Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

2.
Performs general ledger analysis and reconciliation, fixed asset management, asset capitalization and depreciation and, the recording and monthly payment of capital leases, notes and mortgages including the construction and modification of amortization schedules and other related fixed asset accounting activities.

3.
Modifies or deletes fixed assets from the accounting records of each entity, and calculates and accurately records depreciation expenses into the appropriate balance sheets and expense accounts.

4.
Records all capital leases, notes and debt instruments, and vouchers all debt and interest payments.

5.
Performs all responsibilities in compliance with: various federal and state regulations and changes in regulations; the Colorado Limited Gaming Act; and departmental policies and procedures.   

6.
Maintains a general awareness of all fixed asset activities, and keeps supervisor informed of any concerns in an effort to protect the financial and property assets of the company.

7.
Complies with security policies and procedures and keeps supervisor informed.

8.
Inventories all assets, including: prepares all audit work papers and schedules financial audits; tracks fixed assets leased; prepares amortization schedules for debt; and calculates current and long term portions of all debt.

9.
Performs monthly balancing of all fixed asset balances, debt balances, and depreciation and interest expenses.  Ensures for the accuracy of all data on financial statements.

10.
Tracks fixed assets, capital leases and debt, and books depreciation expenses and annual interest.
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11.
Maintains complete details on all fixed assets, including cost, location, date received and/or put into service, vendor, invoice number; and the depreciable life, basis, recovery schedule accumulated depreciation for all individual depreciation journals per assets, including: book depreciation, U.S. and Colorado depreciation, and AMT depreciation.

12.
Performs other duties, including special projects, as needed and directed.
QUALIFICATION REQUIREMENTS:

Demonstrated experience performing fixed asset accounting.  Demonstrated experience performing: general ledger analysis and reconciliation; fixed asset management; asset capitalization and depreciation; recording and monthly payment of capital leases, notes and mortgages including the construction and modification of amortization schedules; multi-entities; personal property and real estate taxes; financial audit work paper preparation; experience developing fixed asset policies and procedures; and experience interpreting legal contracts into accounting transactions. Demonstrated experience performing fixed asset accounting to protect the financial and property assets of the company and ensuring compliance to municipal, state and federal regulations.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, and organizing and prioritizing work.

EDUCATION AND/OR EXPERIENCE:

Bachelor's Degree in Accounting is preferred, or the equivalent in education and experience.  Three (3) or more years of recent and related fixed asset accounting experience, preferably within a gaming environment.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: Makes recommendations, beyond the scope of essential duties, which may positively or negatively impact the operations of other departments.
CERTIFICATES, LICENSES, REGISTRATIONS:  None.

OTHER SKILLS/ABILITIES: Demonstrated knowledge of accounting software systems. Demonstrated ability to perform a variety of mathematical computations, statistical reporting and analysis, budgeting and forecasting.

PHYSICAL DEMANDS:  Essential duties involve sitting while completing paperwork, kneeling, squatting.  Essential duties require lifting up to 30 pounds to stack, store or move general office supplies and equipment.  Essential duties involve a standard work week with additional hours occasionally required.

WORK ENVIRONMENT:  Essential duties involve working in an inside office environment.

MATERIALS AND EQUIPMENT DIRECTLY USED:  General office supplies and equipment, including computers, photocopiers, calculators, staplers and tape.
Prepared by: 
______________________    Date: _______________________

