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JOB DESCRIPTION 

JOB TITLE:               General Ledger Accountant 
DEPARTMENT:         Finance 
REPORTS TO:           Controller 
CLASSIFICATION:    Exempt 

General Summary: 
Responsible for functions related to general ledger and journal entries, reconciliation and investigation with 
resulting recommendations for improvement or action while establishing positive relationships with manufacturing 
and support departments, reporting plant-wide costs, troubleshooting of system data, internal controls and 
business processes, as well as support of company and department goals.  
 

Essential Duties & Responsibilities: 
Accounts Payable 

 Reconciling and reviewing items on the “Received but not invoiced accrual”. 
 Reconcile Accounts Payable general ledger account to sub-ledger report at month end. 
 Providing analysis of accounts when needed 
 

Accounts Receivable 
 Credit adjustment invoices. 
 Control RMA Process from material in the door to credit invoicing  
 Reconcile Accounts Receivable general ledger account to sub-ledger report at month end. 
 Providing analysis of accounts when needed. 

 
Fixed Assets 

 Control our Fixed Asset system (BNA) with additions and disposals 
 Reconcile the Construction In Process (CIP) account and compare to Budget/Capital Requests Approved. 
 Capitalize completed projects and write-off disposals through a journalize entry 

 
General Ledger 

 Monthly entering of standard journal entries on an on-going basis 
 Reconcile, investigate, and control all general ledger accounts for month end. 
 Provide account analysis on an as needed basis. 
 Perform monthly bank reconciliations 
 Maintain and update monthly sub-ledger records for prepaids, fixed assets, accruals 
 Perform accounts receivables and accounts payables reconciliations to General Ledger monthly 
 Reconcile with intercompany sites monthly 
 Assist with general ledger close monthly 
 Prepare sales and use tax files to send to tax preparer monthly 
 Assist in Forecasting and Yearly Budget process 

 
General Responsibilities 

 Maintain good working environment with communication with co-workers. 
 
Reporting 

 Assist and support management in ad-hoc reporting and analysis for month end and budget preparations. 
 
Long term goals 

 Assist in documenting all accounting processes into our ISO Documentation System. 
 Assist in the Vista - Epicor system testing for software upgrade and improvements in processes. 
 Contribute to continuous improvement and supports 6S initiatives. 
 Perform all other duties as assigned. 
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Required Knowledge, Skills, & Abilities: 
1) General knowledge of and/or experience with general ledger, accounts receivable/payable principles and 

protocols. 
2) Working knowledge of accounting fundamentals, i.e. Generally Accepted Accounting Principles (GAAP) and 

International Financial Reporting Standards (IFRS). 
3) Ability to manage multiple assignments. 
4) Strong analytical and problem solving skills. 
5) MRP background is desirable.  
6) Possess excellent verbal and written communication skills and the ability to work well with others in a team 

environment. 
7) Strong background with MS Excel and other MS Office products is required.   
8) Ability to perform a high volume of work while maintaining excellent attention to detail. 
9) Demonstrated problem solving and analytical skills and lean manufacturing background is essential for success 

in the position.  
10) Experience with MRP/ERP systems preferably Epicor Vista MRP. 

Education & Experience Required: 
1) Bachelor of Science Degree in Accounting or Finance preferred.  
2) Three to six years of General Ledger experience in a manufacturing environment preferred. 

Physical Requirements: Rarely 
(0-12%) 

Seldom 
(12-33%) 

Often 
(34-66%) 

Regularly 
(67-100%) 

Seeing:  Must be able to see well enough to perform precise, detailed 
work 

   X 

Hearing:  Must be able to hear well enough to communicate with 
coworkers 

   X 

Standing / Walking  X   
Climbing / Stooping / Kneeling X    

Lifting / Pulling / Pushing X    
Fingering / Grasping / Feeling:  Must be able to write, type, and use 
phone system 

   X 

Working Conditions: 
Normal office working conditions with the absence of disagreeable elements. Limited time will also be spent on the shop floor 

Required Training: √ if 
Completed 

Internal or External 

   

   

   

   

   

   

   

   

   
 

 
 


