
 
 

 
 
 

ACCOUNTING MANAGER 
 
PROGRESSION OF SUPERVISORS: CFO, CEO, President/Owner.  
  
JOB SUMMARY:   
Effectively lead and execute the day-to-day accounting and finance functions of the organization including 
oversight of accounts receivable, accounts payable, payroll, general ledger, fixed assets, month-end close 
and reporting, planning and budgeting.  Lead, train and support a team of three including a General 
Accountant, AR Coordinator and AP Coordinator.  Actively engage with leaders and staff across the 
company to ensure excellence in service levels through communication, coordination and support by and 
between the Accounting team and those functions.  
  
INDIVIDUAL ATTRIBUTES:  

1. Act with Integrity – doing the right thing with honor, even when no one is looking or the 
consequences are costly, focused on what’s best for our company and customers.  

2. Model Humble Confidence and Courageous Character – maintain a positive attitude with a 
foundation of humility and empathy while acting with clarity of vision, strength and confidence.  

3. Relate Authentically – connect with others, listen to understand, communicate with unwavering 
candor, honesty, discretion and respect for all.  

4. Operate Transparently – be proactively open and honest, lead by offering complete visibility into 
successes, failures and challenges that are encountered each day.  

5. Embody Teamwork – embrace and foster a collaborative culture, share ideas, engage in 
constructive debate, give and expect mutual support, celebrate wins together.  

6. Exemplify Accountability – measure myself by the highest standards of integrity, responsibility and 
performance, as if I was the Owner of Four Star.  

7. Innovate Relentlessly – welcome change, make time to learn, think differently, try out new ideas, 
take risks, learn from mistakes, simplify complexity, be persistent, find ways to 
make something better, today!  

  
ESSENTIAL SKILLS:  

1. Communicate effectively and collaborate closely with a team.  
2. Organize day-to-day work responsibilities in a highly structured manner to fit priorities, adapt to 

changes, overcome obstacles and achieve goals.  
3. Demonstrate a technology-orientation and competence working with computer 

applications including Microsoft Office programs (MS Excel, Word, Outlook, PowerPoint, 
Teams) and ERP systems.  

4. Possess a strong knowledgebase on fundamental accounting principles, debits & credits, basic 
processes in AR, AP and payroll, month-end close procedures, financial statements and 
interrelationships, variance analysis and reporting.   

 
 
 
 



 
 

 
 
 

5. Function at an intermediate or higher skill level working in Microsoft Excel including creating 
spreadsheets, using formulas, creating views, linking to source data, filtering, sorting 
and manipulating large amounts of data through lookup functions and tools, pivot tables, setting 
up formatting and securing workbook files.  

6. Perform at a high level in multi-tasking, adapting to change, following up on 
assignments, working under deadlines and delivering on commitments.  

  
ESSENTIAL FUNCTIONS:  

1. Supervise the daily work of accounting staff, including planning and assigning workloads.  
2. Provide guidance, direction, training, feedback and encouragement for staff.  
3. Lead and facilitate an accurate, complete and timely month-end close process and year-end 

procedures in line with generally accepted accounting principles and company practice.  
4. Assess, recommend and help implement accounting controls appropriate for the organization and 

specific activities.  
5. Coordinate with staff and department heads to manage the annual budget development process.  
6. Oversee and regularly review payables for accuracy, appropriate coding and timely processing.  
7. Oversee and regularly review receivables for aging, collection issues and customer account 

management.  
8. Oversee and help manage the payroll process and general ledger activities including coding 

consistency, maintenance of the chart of accounts, reporting templates, etc…  
9. Collaborate actively with peers and staff on special projects as assigned.  
10. Assist CFO in providing a positive work environment for the employees in the department.  This 

includes establishing high work level expectations in a positive manner where exceptional work is 
generated in a fun environment.  

11. Become knowledgeable on all subordinate roles and responsibilities and implement an 
effective cross-training and development plan with back-ups for each function.  

12. Continuously monitor processes/procedures within the department to identify and implement 
process improvements.  

  
QUALIFICATIONS:  

1. Bachelor’s degree in Accounting or higher from an accredited institution.  
2. 4+ years supervisory experience working within an accounting/finance department.  

  
PHYSICAL ASPECTS:  

1. Be able to climb 13-step stairway to second floor Accounting office area.  
2. Extensive utilization of computer with typing on keyboard and use of mouse.  
3. Periodic travel between buildings on campus.  
4. Be able to lift up to 25 lbs for accessing storage boxes.  

 


