	McLaughlin Body Company

Job Description 

	Division/Department: Accounting

	Location:    Moline

	Job title:     Accounting Clerk

	Reports to: Controller

	Type of Position: Non-Exempt, 20-30 hours per week


JOB PURPOSE AND REPORTING STRUCTURE: Under the direction of the

Controller, the Accounting Clerk will assist the accounting department with day-to-day and project based tasks. They must develop the ability to recognize potential costing problems and follow up with corrective action as well as develop general understanding of the interdepartmental relationships between all areas of the company
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. 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. 

· Analysis and distribution of budgetary labor and supplies, including job costing charge-outs

· Excess and Obsolete Inventory report

· Cost of Quality and Cost of Poor Quality reports

· Prepare select schedules for the inclusion in the monthly and annual financial statement packages
· Bank Statement reconciliations
· Analysis and research on Accounts Payable and Accounts Receivable
· Tax Reporting projects
· Update Financial KPI information  

· Maintain special work order spreadsheets with labor and materials

· Help Cost Analysts with simple requests for quote

· Update cost files for purchased parts with current costs as needed

· Other Special Projects as needed

· Excellent skills in Microsoft Excel

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 essential functions.

EDUCATION and/or EXPERIENCE: Requires 2 year degree or related work experience understanding basic accounting concepts; or an equivalent combination of education and experience. 
LANGUAGE SKILLS: Able to read and interpret documents. Able to write routine reports and standard documentation.  Able to speak effectively to other employees/management of the organization.
REASONING ABILITY: Able to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Able to deal with problems involving several concrete variables in standardized situations.

OTHER SKILLS AND ABILITIES: Requires the ability to operate a wide variety of standard office equipment such as a computer and keyboard, a calculator, telephone, FAX, photocopier, etc. Strong ability/experience in operating various computer software including Microsoft Office Suite.
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 regularly required to sit. The employee frequently is required to use hands to finger, handle, or feel 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 20 pounds.
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 moderate.  
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	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation. 


