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______________________________________________________________________________
Job Description*

Job Title   Accounting Clerk
Department   Finance Department
Reports To   Controller of Non-Gaming Assets
FLSA Status   Non-Exempt

Job Summary  
Applies principles of accounting to analyze financial information and prepare financial reports, verifies accuracy of figures, calculations and postings pertaining to business revenue transactions recorded by other employees, compiles and maintains accounts payable and receivables records, and performs sales audit responsibilities by performing the following duties.

Essential Duties and Responsibilities  
1. With relationship to job duties and job responsibilities; Ensures compliance with the Internal Controls, and Noo-Kayet Investments Policies and Procedures.

2. Establishes and modifies documents, and coordinates implementation of accounting and accounting control procedures.

3. Examines revenue cash receipts, sales tickets, bank records, inventory and stock record sheets, and similar items to verify accuracy of recorded data.

4. Prepares daily operating reports based on revenue reports from within the revenue and other accounting areas.

5. Completes store revenue audit.  Verifies drop and cash audit information, prepares daily sales reports.

6. Assists with record keeping and reporting.

7. Promotes positive public and employee relations through efficient, courteous, professional services.

8. Corrects errors or lists discrepancies for adjustment.

9. Computes percentages and totals and compares results with recorded entries.

10. Ensures that all vendor bills are processed in accordance with company policy.

11. Prepares monthly journal entries for accruals, expense and void checks.

12. Reports cash disbursements on daily basis.

13. Produces monthly aging of obligations.

14. Prepares vendor notice of correction.

15. Prepares approval of invoice payments and distributes to appropriate managers.

16. Sets up and maintains vendor files, and updates as necessary.

17. Provides credit information as requested.

18. Answers and responds to all vendor inquiries.

19. Sets up garnishment files, vouchers and post payments biweekly.  Updates employee files with information.

20. Prepares manual checks as needed, posts daily.

21. Vouches and posts all manual checks weekly.  Posts voided checks.

22. Mails payments and posts payment documentation to vendor files, and file check copies.

23. Reconciles daily work, payable vouchers and check register.

24. Reports cash disbursements weekly to Controller.
25. Reviews monthly payments list for completeness prior to A/P closure.

26. Reconcile all vendor monthly statements - notifies vendors of discrepancies.

27. Verifies totals registered on cash handling machine against amount of deposit reported by depositor and posts shortage or overage to account.

28. Performs all other duties as deemed necessary.

Qualifications and Requirements
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Bachelor's degree (B. A.) from four-year college or university majoring in accounting; or one to two years related experience and/or training; or equivalent combination of education and experience.  Previous supervisory experience in accounting, general ledger, accounts payable and payroll units preferred.  

Physical Requirements  
The physical demands 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.

While performing the duties of this job, the employee is regularly required to sit and talk or hear.  The employee is occasionally required to stand; walk; reach with hands and arms; and stoop, kneel, crouch, or crawl.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment  
The worker is frequently subject to inside environmental conditions, which provide protection from weather conditions but not necessarily from temperature changes, and is occasionally subject to outside environmental conditions. The inside environment is often loud and stimulating.  

By signing below, I acknowledge that I am able to perform the essential functions of the job as listed above with or without an accommodation.

Employee Signature






Date

Employee Name (Please Print)
Noo-Kayet Development Corporation is committed to having a drug and alcohol-free work environment.
* Subject to change
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