Klein Steel Service Inc.

Job Description

Job Title: Accounting Manager
Department: Finance
 
Reports To: Controller

Summary   Plans and directs accounting activities within the Klein Steel Finance Department by performing and/or directing the following duties through subordinate employees.
Essential Duties and Responsibilities 

· Directs the maintenance of general ledger and the recording of revenue and expenses either through original transactions (particularly in the billing and accounts payable cycles, and in maintenance of fixed asset and depreciation systems) or through journal entries.
· Supervises and participates in the month-end closing process and the preparation of financial statements and various other financial reporting (both internal and external).

· Reviews financial statements and other financial reporting with management.

· Supervises and participates in the preparation of general ledger account analyses and other financial analyses, including cost analyses and rate studies.
· Coordinates preparation of external audit materials and provides significant assistance to external auditors during financial statement and bank audits.

· Coordinates reporting of sales tax and related taxes (eg: fuel tax credit, motor vehicle taxes).
· Functions as liaison between Finance Department and branch managers for disseminating financial statements and responding to inquiries about such information.

· Participates with Controller in the assessment and monitoring of the internal control structure of organization, and in developing and improving internal controls.

· Responsible for preparing and maintaining documentation of accounting policies and procedures, and for assessing compliance with such.

· Responsible for a continual focus on system and process improvement, focusing on efficiency, accuracy and maintainability.

· Participates in preparation of annual financial budget and in quarterly budget reviews with senior and branch management.
Supervisory Responsibilities                   



The Accounting Manager is directly responsible for supervising the Billing Administrator and the Accounts Payable Specialist.
Competencies                   



To perform the job successfully, an individual should demonstrate the following competencies:
Quality - Demonstrates accuracy and thoroughness; Monitors own work to ensure quality.
Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works with integrity and ethically; Upholds organizational values.
Planning / Organization / Time Management – Keeps track of and prioritizes deadlines and deliverables and manages time effectively and efficiently to allow for successful completion of required work.  Sets goals and objectives.

Analytical - Synthesizes complex or diverse information; Collects and researches data.
Problem Solving - Identifies and resolves problems in a timely manner; Works well in group problem solving situations; Uses reason even when dealing with emotional topics.
Design –Plan and direct projects involving analysis, technical research, investigation.  Creates well-thought-out spreadsheets and tools for analysis and documentation.
Judgment - Exhibits sound and accurate judgment.
Motivation - Measures self against standard of excellence.
Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered when absent; Arrives at meetings and appointments on time.
Dependability - Follows instructions, responds to management direction; Takes responsibility for own actions; Keeps commitments; Commits to long hours of work when necessary to reach goals; Completes tasks on time or notifies appropriate person with an alternate plan.
Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on commitments.
Adaptability - Adapts to changes in the work environment; Changes approach or method to best fit the situation; Able to deal with frequent change, delays, or unexpected events.
Customer Service – Approaches work with knowledge of internal and external customers and their requirements.  Continually provides to meet customer needs in an appropriate and efficient manner.
Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; Listens to others without interrupting; Keeps emotions under control; Remains open to others' ideas and tries new things.  
Teamwork - Supports everyone's efforts to succeed.
Organizational Support - Follows policies and procedures; Completes administrative tasks correctly and on time; Supports organization's goals and values; Supports affirmative action and respects diversity.
Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions.
Written Communication - Writes clearly and informatively; Presents numerical data effectively; Able to read and interpret written information.
Qualifications 
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.
Education and/or Experience                   



Minimum BA/BS degree in Accounting.  Minimum seven to ten years experience in an accounting position, preferably in a manufacturing and multi-company environment and including experience with financial statement preparation and reporting (U.S. GAAP basis), cost accounting, internal controls assessment / monitoring.  Knowledge of and experience with sales tax and financial budgeting is strongly suggested.  Demonstration of focus on policy/procedure documentation and continual improvement is helpful.  Demonstration of regular participation in Continuing Professional Education activities and other means of staying current with developments in the profession is very important.  CMA, CPA or CIA designation strongly preferred.  
Language Skills                   



Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.
Mathematical Skills                   



Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
Reasoning Ability                   



Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.
Computer Skills                   



To perform this job successfully, an individual must be strongly proficient with Microsoft Excel as well as other Microsoft Office and other software applications.  Within Excel, must be able to logically and efficiently set up, review and “de-bug” spreadsheets, either for use in performing essential job duties, or for use by others.  Must have extensive knowledge of modular accounting systems and fixed asset software, and be able to learn new systems and programs quickly.  Must be able to teach and direct activities of staff employees with respect to software systems.
Certificates, Licenses, Registrations 

CMA (Certified Management Accountant), CIA (Certified Internal Auditor), or CPA (Certified Public Accountant) strongly preferred for this position.
Other Skills and Abilities                   



Meticulous attention to detail; Ability to think strategically and deliver results in an ever-changing and fast-paced environment; Ability to recognize research and resolve basic and complex escalated issues and make recommendations to improve processes; Ability to plan & organize multiple tasks with high priorities, project management, detail and process oriented skills under time constraints and deadlines; Ability to work in a team environment and foster teamwork across the Finance Department; Excellent communication and customer service skills; and demonstrated leadership success in a dynamic environment.
Other Qualifications            
Abovementioned       



Physical Demands 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 frequently required to sit; use hands to finger, handle, or feel and talk or hear. The employee is occasionally required to stand; walk and reach with hands and arms. Specific vision abilities required by this job include close vision, color vision and ability to adjust focus.
Work Environment The work environment characteristics described here are representative of those an employee encounters while performing the 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 quiet.
To Apply Please contact “Employment@kleinsteel.com”
