Position:
Department:
Supervisor:

Objective:

McCain Consulting, Inc.

Office Manager/Accountant
Administration
George McCain

The Office Manager/ Accountant is responsible for managing the office operations and accounting

procedures.

Accounting Responsibilities:
e Responsible for the accounting procedures of the company utilizing Quickbooks
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Maintains chart of accounts, liabilities, assets and expenses

Produces financial reports and monitoring fiscal strategy

Reviews and approves time entries in Harvest software

Processes bi-weekly payroll

Responsible for Quarterly tax filings with government agencies

Achieves financial objectives by preparing annual budget, analyzing financial reports for
variances; initiating corrective actions

Creates monthly billable hours to managers for invoicing

Produces monthly billing invoices

Maintains monthly invoices and processes accounts payable in a timely manner
Reviews accounts receivables, produces statements and collects past due accounts
Reviews annually insurance policies, contracts for vendor services and maintenance
agreements

Office Manager Responsibilities:
e Supports company operations by maintaining office systems and supervising staff
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Maintains office services by organizing office operations and procedures

Reception, customer service and telephone answering

Maintains office efficiency by planning and implementing office systems, and equipment
procurement.

Designs and implements office policies; i.e. Employee Handbook, Job Descriptions,
Annual Review procedures

Maintains accounting and client files (both hard copy and electronic); including
establishing filing systems, procedures for retention, protection, retrieval and disposal
of records.

Sets up new clients in relevant databases

Orders office supplies and equipment

Posts and recruits for open positions, screens applicants, schedules interviews with
management

Maintains professional and technical knowledge by attending educational workshops,
conferences, reviewing professional publication, and establishing personal networks and
participating in professional societies.

Contributes to team effort by accomplishing related results as needed.



Competencies:
e Financial management including knowledge of Quickbooks
e Performance management, basic Human Resource skill
e Ethical conduct
e Communication skills
e Promoting process improvement
e Delegation
e Managing processes
e Reporting skills

Work Environment:
This position operates in a clerical, office setting. This role routinely uses standard office equipment
such as computers, phones, printers, photocopiers, filing cabinets and fax machines.

Physical Demands:
This is a largely sedentary role; however, some filing is required, which would require the ability to lift
files, open filing cabinet and bend or stand as necessary.

Position type/Hours of work:

This is full-time position, and typical work hours are Monday through Friday 8:00 a.m. to 4:30 p.m.
Some flexibility is allowed, but the expectation is the employee is available during the “core” business
hours of 9:00 a.m. to 3:30 p.m. and must work 37.5 hours each week to maintain full-time status.

Travel:
No travel is expected for this position

Education and Experience:
e Preferred education is a Bachelor’s degree in accounting or
e High school diploma
e 3-5years experience in a comparable role



