
 
Accountant 
Job Description 
 
    
Exempt:   No 
Department:  General Office 
Reports To:   Controller 
Location:   Business Office 
Date Prepared: May 28, 2015 
Date Revised:    
 
GENERAL DESCRIPTION OF POSITION 
Assist the Controller with the accounting practice.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Responsible for allocation of all cable programming invoices, verifying rates and applying monthly sub 
counts applicable for each programmer. This duty is performed monthly. 
 
2. Assist with Job Cost closing entries. This duty is performed weekly. 
 
3. Assist with Month End Closing process. This duty is performed monthly. 
 
4. Assist with annual Budgeting and preparation for annual Audit. This duty is performed annually. 
 
5. Responsible for updating Work In process and Contribution in Aid audit schedules on a monthly basis 
for review by controller.  Also, responsible for updating other schedules as assigned. This duty is 
performed monthly. 
 
6. Prepare debt service bank reconciliations for review by Controller.   Assist in facilitating payments to 
trustees in a timely manner. This duty is performed monthly. 
 
7. Responsible for updating prepayment amortization schedule after each check run. This duty is 
performed weekly. 
 
8. Responsible for being primary contact for Travel expense settlements, checking per diem amounts, 
receipts and processing reimbursements. This duty is performed irregularly. 
 
9. Upon completion of weekly check run go through invoices to determine whether use tax is applicable 
and add to schedule   Also, add applicable invoices to Sales Tax Rebate schedule.  Keep knowledge up 
to date on Use Tax changes and research questionable items with DFA. This duty is performed weekly. 
 
10. Preparation of Sales & Use Tax Report as well as Sales Tax Rebate report. This duty is performed 
monthly. 
 
11. Cross train on accounting technicians and controller duties to be able to perform in absence if 
needed. This duty is performed irregularly. 
 
12. Update accounting procedure manuals in our area for reference while cross training. This duty is 
performed irregularly. 
 



13. Continue professional growth as needed through seminars, schools, workshops, etc. This duty is 
performed irregularly. 
 
14. Perform any other related duties as required or assigned. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty mentioned 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability 
required. 
 
EDUCATION AND EXPERIENCE 
Broad knowledge of such fields as advanced accounting, marketing, business administration, finance, 
etc. Equivalent to four years of college, plus 2 years related experience and/or training. Or equivalent 
combination of education and experience. 
 
COMMUNICATION SKILLS 
Ability to read and understand documents such as policy manuals, safety rules, operating and 
maintenance instructions, and procedure manuals; Ability to write routine reports and correspondence. 
 
MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts such as fractions, ratios, and 
proportions to practical situations. 
 
CRITICAL THINKING SKILLS 
Ability to utilize common sense understanding in order to carry out written, oral or diagrammed 
instructions. Ability to deal with problems involving several known variables in situations of a routine 
nature. 
 
REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
Must have a valid Arkansas Driver's License and be approved by Corporation's insurance provider for 
insurance coverage. 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
1 or more years of accounting experience.  Certified Public Accountant (CPA) candidate. 
 
SOFTWARE SKILLS REQUIRED 
Intermediate: 10-Key, Accounting, Alphanumeric Data Entry, Human Resources Systems, Payroll 
Systems, Spreadsheet, Word Processing/Typing 
Basic: Contact Management, Database, Presentation/PowerPoint 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under direction where a definite objective is set up and the employee plans and arranges own work, 
referring only unusual cases to supervisor. 
 
PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, manner, 
and/or sequence of performance of own work; may also occasionally assist in the planning of work 
assignments performed by others within a limited area of operation. 
 
DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor importance 
and also frequent opportunity for decision-making of major importance; the latter of which would 
affect the work operations of other employees and/or clientele to a moderate degree. 

 



MENTAL DEMAND 
Close mental demand. Operations requiring close and continuous attention for control of operations. 
Operations requiring intermittent direct thinking to determine or select the most applicable way of 
handling situations regarding the organization's administration and operations; also to determine or 
select material and equipment where highly variable sequences are involved. 
 
ANALYTICAL ABILITY / PROBLEM SOLVING 
Directed. Supervisory and/or professional skills using structured practices or policies and directed as to 
execution and review. Interpolation of learned things in moderately varied situations where reasoning 
and decision-making are essential. 
 
SUPERVISORY RESPONSIBILITIES 
Carries out supervisory responsibilities in accordance with the organization's policies and applicable 
laws.  Responsibilities may include but not limited to interviewing, hiring and training employees; 
planning, assigning and directing work; appraising performance, rewarding and disciplining employees; 
addressing complaints and resolving problems. 
 
No supervision. 

 
RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Occasionally responsible for organization's property where carelessness, error, or misappropriation 
would result in moderate damage or moderate monetary loss to the organization. The total value for the 
above would range from $5,000 to $150,000. 
 
ACCURACY 
Probable errors of internal and external scope would have a moderate effect on the operational 
efficiency of the organizational component concerned. Errors might possibly go undetected for a 
considerable period of time, thereby creating an inaccurate picture of an existing situation. Could cause 
further errors, losses, or embarrassment to the organization. The possibility for error is always present 
due to requirements of the job. 
 
ACCOUNTABILITY 

 
FREEDOM TO ACT 
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents with mid 
to upper-level managerial oversight. 
 
ANNUAL MONETARY IMPACT 
The amount of annual dollars generated based on the job's essential duties / responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in manpower. 

 
None. Job does not create any dollar monetary impact for the organization. 
 
IMPACT ON END RESULTS 
Moderate impact. Job has a definite impact on the organization's end results. Participates with others 
in taking action for a department and/or total organization. 
 

PUBLIC CONTACT 
Frequent contacts with general public, patrons, or other outside representatives, wherein the manner of 
handling these contacts has a bearing on the organization's position and operation. 
 
EMPLOYEE CONTACT 
Contacts of considerable importance within the department or office, such as those required in 
coordination of effort, or frequent contacts with other departments or offices, generally in normal course 
of performing duties. Requires tact in discussing problems and presenting data and making 
recommendations, but responsibility for action and decision reverts to others. 



 
USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Regular use of highly complex machines and equipment; specialized or advanced software programs. 
 
WORKING CONDITIONS 
Normal working conditions as found within an office setting, wherein there is controlled temperature and 
a low noise level, plus a minimum of distractions. 
 
ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an employee 
encounters while performing essential functions of this job.  Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually moderate. 
 
PHYSICAL ACTIVITIES 
The following physical activities described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions and expectations. 
 
Semi-repetitive, low physical. Semi-repetitive type work which requires periods of concentration for 
varied time cycles as prescribed by the tasks. 
 
While performing the functions of this job, the employee is continuously required to sit, talk or hear; 
frequently required to use hands to finger, handle, or feel; and occasionally required to reach with hands 
and arms. The employee must frequently lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include close vision; distance vision; color vision; peripheral vision; depth perception; 
and ability to adjust focus.  
 
ADDITIONAL INFORMATION 
Bachelor's degree in accounting or related field required.  Two years accounting experience preferred.  
Special skills:  

• Accounting software experience 

• Experience with excel spreadsheets 

• Ability to perform bank Reconciliations 

• Ability to prioritize tasks and meet deadlines. 
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