Job Title: General Ledger Accountant
Job Status: Fulltime Salaried
Overall Role / Main Function of the job: The Successful candidate will be responsible for Reconciling General Ledger accounts and assisting the Finance Manager in preparation of monthly financial reports as well as Accounts Receivable, Accounts Payable, EDI Invoicing, and leading data entry for the Purchase Order Process.
Additional Responsibilities

· Process EFT payments

· Credit checks
· Bank reconciliations
· 13 Week Cash Flow Forecast
Location / Department

· Role is based in Davenport, Iowa.
· Jobholder is a member of the Finance Department.
Reporting

· Jobholder reports daily to Finance Manager.

Other Key Internal Relationships

· Daily contact with sales staff, accounting, and shipping personnel

Supervisory Responsibilities


N/A

Main Duties & Task

· Month End
· Calculate and record through Journal Entries customer rebates, UK Royalty Payments and monthly accruals.

· Reconcile Pertinent General Ledger Accounts
· Prepare Reports for Calculating Commission payments
· AR/Collections

· Call on past due accounts


· Monitor past due accounts and place or remove credit hold as needed

· Research any issues for customer
· Preparation for bi-weekly Accounts Receivable Meeting including: issue KPI report, taking and issuing meeting notes, preparing meeting report

· All other A/R activities

· A/P
· Enter all bills as the come in
· Ensure all bills are paid in a timely manner
· Issue bi-weekly KPI report
· EDI/Online

· Retrieve EDI orders for sales department

· Process EDI documents including ASN, order status reports, and Invoices

· Purchase Spreadsheet 

· Enter stock on hand

· Enter incoming orders to balance

· Create Back Order report

Skills, Experience, and Competencies

· Customer Service Experience
· Ability to handle customer complaints professionally.
· Industry Expertise
· Not needed, but helpful
· Education and Tools
· 2 + years of experience working in accounting/finance for a small business or CPA firm.
· 4 Year Accounting Degree
· Literacy in computer based applications such as Microsoft Office and must be proficient with Excel advanced techniques.
· Experience with SAP (or similar software) is preferred
· Experience with Crystal Reports (or similar software) is preferred.
· Personal Traits

· High level of initiative. Ability to work independently and maintain confidentiality.

· Must be able to organize and prioritize with strong project management skills.
· Attention to detail and accuracy.
· Excellent interpersonal and communication skills a pre-requisite.

· Ability to work under pressure and meet deadlines.
· Quick, decisive and communicative.

· Team player. 

