Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Special Projects Analyst

DIVISION: Finance 

JOB CODE:   213040



DEPARTMENT: Controller
FLSA: Exempt 

GRADE:  NO

LOCATION: Denver West
POSITION REPORTS TO:  Controller
SUMMARY:
To research and analyze a variety of diverse, often non-reoccurring financial and business data.  To complement the regular functioning of the Finance Department by handling non-typical analysis and supplementing financial data for better management information.  To provide technical support and supervision of the fixed asset management function or back-up support to other finance areas, as required.  

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.
Researches and analyzes a variety of diverse, often non-reoccurring financial and business data in order to provide better management information and reporting.

3.
Complements the regular functioning of the Finance Department by handling non-typical analysis and supplementing financial data for better management information.

4.
Provides technical support and supervision of the fixed asset management function or back-up support to other finance areas, as required or requested.

5.
Updates designated accounting information and reconciles, as directed.

6.
Reviews and submits reimbursable cost to the Colorado Department of Health's Underground Storage Tank Trust Fund.

7.
Performs duties in compliance with the Colorado Limited Gaming Act.

8.
Performs as liaison to the IRS for designated financial activities, as directed.

9.
Prepares personal and real property information for property tax consultant, and other tax audit activities, as directed.

10.
Develops and maintains effective working relationships and good customer service skills with all GUESTS and CAST MEMBERS.
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11.
Performs other duties, including special projects, as needed and directed.

QUALIFICATION REQUIREMENTS:

Demonstrated knowledge of and experience performing financial and business analysis, and experience applying various accounting principles, including GL, AP and AR.  Demonstrated knowledge of various labor laws as they may relate to business finance and accounting operations.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, persuading, negotiating, organizing and prioritizing work.  Demonstrated effective and diplomatic communication skills with clients, GUESTS and CAST MEMBERS.

EDUCATION AND/OR EXPERIENCE:

Bachelor's degree, preferably in Business or Finance; or equivalent experience.  One (1) to two (2) or more years of recent and related financial analysis 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:  Must be at least twenty-one (21) years of age.

OTHER SKILLS/ABILITIES: No additional skills are required.

PHYSICAL DEMANDS:  Duties are performed in an office environment with little physical exertion. Duties involve prolonged periods of sitting, occasional walking, climbing stairs, stooping, bending, stretching, reaching, and standing with standard breaks.  Essential duties may occasionally require lifting 35 to 50 pounds of general office supplies and equipment in the routine performance of duties and responsibilities.

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, fax machines, photo-copiers, shredders, and telephones.
Prepared by: 
______________________    Date: _______________________

