LAKESIDE BOTTLING COMPANY POSITION DESCRIPTION

Position Title:
Account Analyst – A/P
Reports To:

Business Manager
FLSA Status:

Non-Exempt
Last Revised:

May 2021
SUMMARY:  This position is responsible for directing all incoming phone calls, processing driver paperwork and for a variety of other general clerical job duties.
ESSENTIAL DUTIES AND RESPONSIBILITIES
This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

· Answers all incoming calls and routes to appropriate internal personnel; pages personnel for incoming service calls, retrieves all night and weekend voicemails and routes as appropriate.
· Enters all accounts payable invoices and customer codes into VIP and generates accounts payable checks.
· Maintains monthly accounting of general ledger and accounts payable information in detail and summary format as requested by company’s accountant.  This includes Sales and Use Tax, manual checks, no sales tax invoices and check register.  
· Balances monthly credit card statement.
· Processes purchase orders.
· Is responsible for accounting of Petty Cash, making sure cash is available and disbursing as necessary.
· Greets customers and visitors to company; takes orders for product; informs internal personnel of visitors, provides employment application as requested.
· Process bulk and conventional driver paperwork; puts invoices in numerical order, corrects pricing as necessary; enters full-service amounts into VIP; runs report for and enters information in control sheet.
· Makes tally for all daily checks received, prepares bank deposit, enters information into spreadsheet and cross-verifies totals with partner Account Analyst.
· Updates purchase orders for bulk Wis-Pak invoices and transfer to A/P.
· Transcribes soda charge slips for employees into log book, totals charge and no-charge categories, calculates tax on payroll deductions, and keeps record of this information for payroll purposes.
· Receives coffee and popcorn inventory
· Types business correspondence for company managers as requested.
· Maintains Vehicle Maintenance Logs and inspections.
· Maintains master UPC list for General Sales Manager.

· Compiles monthly accounting info sends to CLA.

· Backs up other Administrative positions as necessary.

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

Requires education generally equivalent to a High School Diploma, plus one or more years of experience as office assistant and/or use of spreadsheet software. 
Language Skills

Ability to read, analyze and understand invoices, office paperwork and general procedural instructions.  Ability to effectively present information and respond to questions from customers.  Ability to handle questions from customers and employees, as well as project a positive image of the company when greeting customers.
Mathematical Skills

The incumbent of this position must possess the ability to add, subtract, multiply and divide in all units of measure, using whole numbers and decimals.  Ability to understand and utilize spreadsheet software and formulas.
Reasoning Ability

During the performance of his/her job duties, the incumbent will need to resolve account issues and balance accounts.
Other Qualifications

The incumbent of this position will be entrusted with customer account, employee information and other confidential information.  Discretion, honesty, accuracy and attention to detail are important factors with this position.  
Tools/Equipment Utilized
During the performance of his/her duties, the incumbent will utilize a personal computer and printer, Microsoft Office Suite software, VIP software, web-based software, phone, paging system, coin counter, paper counter, postage meter, and a calculator.  
Competencies;

To perform this job successfully, the incumbent should demonstrate the following competencies:

Adaptability – Adapts to change; open to new ideas; adjusts work plans to meet changing needs.

Composure – Responds to information and situations in a self-controlled manner.

Job Knowledge – Measures effectiveness in keeping knowledgeable of methods, techniques and skills required in own job and related functions; remaining current on new developments.

Oral Communication – speaks clearly and persuasively in positive or negative situations.

Quality – is attentive to detail and accuracy; is committed to standards; makes continuous improvements; owns and acts on quality problems.

Teamwork – supports everyone’s efforts to succeed.

Personal Organization – Keeps information organized and accessible; maintains clean/functional work space; prioritizes tasks, manages workflow; manages time well.

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 job functions.  The phrases “occasionally,” “regularly,” and “frequently” correspond to the following definitions:  “Occasionally” means up to 1/3 of working time, “regularly” means between 1/3 and 2/3 of working time, and “frequently” means 2/3 and more working time.
The employee will occasionally lift up to 25 pounds.   
Specific vision abilities required by this position include close vision, peripheral vision, the ability to adjust focus, and depth perception.

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 employee will work in an office environment where the noise level is moderate.  
The above statements reflect the general details and functions of this position.  They are not to be construed as a detailed description of all the work requirements that may be inherent in the position.    
