Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  General Ledger Clerk


DIVISION: Accounting
JOB CODE:   508270



DEPARTMENT: Finance/Accounting
FLSA: Non-exempt 

GRADE:  NO

LOCATION: Denver West
POSITION REPORTS TO:  Accounting Manager
SUMMARY:
To promptly and accurately data enter Journal Entries (JE) into the General Ledger (GL) Accounting System, prepare JE's for miscellaneous deposits and returned checks.  To promptly and accurately process accounts receivable and general ledger data entry, as directed.  To assist with General Ledger Reconciliation as needed.

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 prompt and accurate data entry of Journal Entries (JE) into the General Ledger Accounting System, prepares JE's for miscellaneous deposits and returned checks, and creates JE's for month end account reconciliation and financial statements.

3.
Processes and codes miscellaneous cash receipts and prepare deposits and JEs to record such transactions to the GL.

4.
Updates the accounts receivable worksheet.

5.
Maintains the JE reference numbers.

6.
Assists with the copying, binding and distributing of monthly financial statements.

7.
Files all documents related to accounts receivable, general ledger, and bank reconciliation.

8.
Informs supervisor of any concerns regarding the accuracy or authorization of accounting/general ledger activities.

9.
Develops and maintains effective working relationships and good customer service skills with all GUESTS and CAST MEMBERS.

10.
Performs other duties, including special projects, as needed and directed.

JOB CODE:   508270
DATE CREATED/REVISED: June 1994


JOB TITLE:  General Ledger Clerk


QUALIFICATION REQUIREMENTS:

Demonstrated skill performing basic mathematics.  Demonstrated effective and diplomatic customer service and communication skills, which includes contacts with employees and customers.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, and organizing and prioritizing work. 

EDUCATION AND/OR EXPERIENCE:

Graduation from High School or equivalent, with completion of college level accounting courses desired.  One (1) to three (3) or more years of recent and related general accounting experience.

LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: Decisions are limited to within the scope of essential duties.
CERTIFICATES, LICENSES, REGISTRATIONS:  None.

OTHER SKILLS/ABILITIES: Demonstrated skills performing typing, computer data entry, and filing.  Demonstrated skill using ten key by touch.

PHYSICAL DEMANDS:  Essential duties involve performing physical exertion: prolonged periods of sitting while completing paperwork or using a computer; and occasional walking, climbing stairs, stooping, bending, stretching, reaching and standing with standard break periods provided.  Essential duties may require lifting 35 to 50 pounds of related general office supplies and equipment.

WORK ENVIRONMENT:  Essential duties involve working within a general office environment which is not subject to extreme temperature changes or adverse weather conditions.

MATERIALS AND EQUIPMENT DIRECTLY USED:  Various general office equipment, including computers, calculators, fax machines, photo-copiers, shredders, and telephones.
Prepared by: 
______________________    Date: _______________________

