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[bookmark: SampleJobDescriptions_01.pdf]FINANCE BOOKKEEPER SAMPLE JOB DESCRIPTION



The following Sample Job Description is provided to you as an MRAA member benefit via the MRAA Resource Center. While we’ve worked to provide a comprehensive Sample Job Description, covering most of the duties for the position noted above, this document is intended to be a sample only, and MRAA makes no warranties on the document or
its legality in any specific state. MRAA recommends that you check with your particular state to ensure compliance. By using the Sample Job Description, you agree to hold harmless and indemnify MRAA from any claims that may arise from your use of this document, including, but not limited to, any claims or causes of action initiated by employees of your business and the use of the Sample Job Description.

[bookmark: SampleJobDescriptions_04.pdf]Position Title: Finance Bookkeeper
Reports To: [Insert Title]


To maintain and develop accurate corporate accounting practices and procedures for maximum profitability and cost-efficiencies within his/her department while supervising all accounting functions and staff.

Job Duties/Responsibilities:
· Supervises all accounting functions including payroll, accounts payable, accounts receivable and sales/purchases of vehicles and related documents
· Conducts an analytical review of monthly financial statements highlighting: deviations from budget, unusual increases/decreases in revenue and expenses, providing explanations for each
· Compares product lines by line and format, actual against budget on a monthly and year-to- date basis for gross margin deviations
· Monitors vehicles and parts inventories for increased cost efficiencies and profitability
· Designs and manages accounting policies and procedures for all departments
· Recommends capital expenditures for improved efficiencies
· Monitors financial institutions to obtain the most advantageous rates of return and makes suggestions to GM
· Knows, understands and applies municipal, state and federal legislation as it pertains to the dealership including tax laws
· Maintains accurate daily and monthly accounting, as directed, including but not limited to: monthly general ledger reconciliation; monthly accruals, depreciation, reporting and taxation; A/P and A/R reports and statement; bank deposit preparation; payroll; audits
· Monitors aged accounts and follows-up repayment of overdue accounts
· Prepares checks for proper signature and distributes as directed
· Types and sends customer related correspondence as required
· Supervises the coding of all expenses requiring explanation
· Manages Co-Op
· Analyzes specific accounts monthly which the President/General Manager request, including in-depth monitoring of the all accounts
· Closes accounting periods on a monthly basis
· Prepares monthly and other periodic comparison of sales, expenses and profit by department
· Performs other related duties as requested

Requirements:
· A high school diploma or equivalent (college degree preferred)

· [bookmark: SampleJobDescriptions_05.pdf]Small business accounting experience and expertise
· Ability to communicate at a high level, both verbally and in writing.
· Organizational and computer skills are required for the position.
· Be team-oriented, self-motivated, and process driven.
· Have a valid state driver’s license
· Ability to pass a pre-employment background/drug screen
· The ideal candidate will also possess staff management experience; excellent communication skills; excellent organization, analytical, and decision making skills; and have excellent attention to detail. Be team-oriented, self-motivated, and process driven
· Prior finance or insurance, and/or prior marina/boat sales experience helpful
· Have a valid state driver’s license
· Ability to pass a pre-employment background/drug screen

How to Apply:
[Insert Instructions Here]
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