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Job Description Posting

(For Positions in CAW Local 555, Unit 1)


	JD/TJD #
	JD00366

	Pay Grade:
	7

	Title:
	Accounting Administrator

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Accounting Administrator is responsible for overseeing and resolving daily processing issues that arise in the areas of cash and accounts receivable, accounts payable and payroll.  Provides assistance with inventory management by taking responsibility for cycle counts and assisting with preparations for annual physical inventory. Requires knowledge and understanding of applicable accounting policies and procedures relevant to a revenue generating entity within the University.


	Purpose and Key Functions:
	· Prepare monthly financial statements including, but not limited to, calculating key indicators such as, gross margin, and inventory turnover.

· Collaborate with buyers to create departmental budgets and provide insight into relevant financial information.

· Analyze inventory trends to ensure that gross margin targets are achieved and inform various departments of relevant issues with inventory levels.

· Analyze part-time payroll and follow up with departments regarding discrepancies.

· Oversee inventory cycle counts by buyers, investigate discrepancies between counted quantities and internal records, and provide guidance to store staff on how to prevent future discrepancies.

· Oversee cash handling procedures including, but not limited to, balancing cash, reviewing register reports, and improving cash control procedures. 

· Reconcile data and information from department systems with University systems.

· Approve and enter payroll information.

· Monitor and reconcile accounts and resolve discrepancies and imbalances.

· Oversee the processing of vendor payables and customer receivables.

· Receive and respond to questions and complaints regarding accounting issues and financial matters.


	Requirements:
	· Bachelor's degree in Business Administration, or related field.

· Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


