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FURNITURE VALUES
INTERNATIONAL, LLC




 Job Title: Staff Accountant    
                                             FLSA: Exempt

                                             Department: Accounting

                                             Grade Level: S09
                                                 Report to: Accounting Manager
ESSENTIAL DUTIES AND RESPONSIBILITIES:

Other duties may be assigned 

· Daily- Prepares electronic check deposits and major customer credit reconciliations

· Maintains fixed asset documentation

· Expense research for all departments

· Departmental reports, as needed

· Monthly- Prepares general ledger journal entries, and reconciliations
· Bank reconciliations (6 US and 1 International)

· Multi-entity consolidations and eliminations

· Freight profitability reporting

· Creation of P&L’s for entities and departments

· Sales tax reporting (4 states)

· Royalty reconciliation and reporting

· Co-op reconciliation and reporting

· Quarterly processes buying-group reconciliations and reporting

· City of Hope contribution reconciliation and reporting

· Annually enter budget into ERP (QAD)

· Personal property tax (3 locations)

· Assistance with audits, as needed

· Back-up to person who performs daily banking procedures; cash management
· Back-up for AP (vouchering and check runs)

· Back-up and assistance for commission reconciliation and reporting; compilations of annual budget and ADP payroll processing

· Assists with related special projects as required

· Performs other duties as assigned by manager

EDUCATION and/or EXPERIENCE
· Bachelors Degree in Accounting or Finance and a minimum of 2-5 years related experience, or equivalent combination of education and experience
· Proficient in Microsoft Word and Excel

· Ability to prepare reports and business correspondence

· Demonstrated ability to calculate figures and amounts such as discounts, interest, commissions, and percentages.

· Commitment to excellence and high standards
· Excellent written and verbal communication skills

· Ability to understand and follow written and verbal instructions

· Strong organizational, problem-solving, and analytical skills; able to manage priorities and workflow
· Ability to work independently and as a member of various teams and committees
· Versatility, flexibility, and a willingness to work within constantly changing priorities with enthusiasm
TRAINING REQUIRED

· QAD experience a plus and must be learned

· Familiarity with the operation of automated General Ledger Accounting systems
WORKING CONDITIONS:
·  Office atmosphere

·  Occasional light lifting, up to 20 lbs

·  Sitting for prolonged periods

Note: Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time.

______________________________________



________________

Employee’s Signature






Date

_______________________________________ 


________________

Manager’s Signature







Date

Last Revised 01/05/2012

