
      

      Job Description  

Department Administration 

Job Title Bookkeeper 

Reports to Production Manager   

To Start $13.25-
$15.25  per 
hour  DOE 

M-Th 8:00am-
5:00pm, Fri. 
7:00am-1:00pm 

Type of position: 

  Full-time          Part-time 

 

Hours   _40_ / week 

  Exempt       Nonexempt 

GENERAL DESCRIPTION 

General Summary of the Position:   
Manage department providing information, primarily financial in nature, about all Company activities that will assist management, its shareholders and 
other users in making educated economic decisions about the Company's future.  
 
Essential functions and responsibilities: 
Oversee the activities of the Accounting Department for the accurate and timely dissemination of financial management reports including, but not limited 
to, internal and external monthly financial statements, and annual audits and annual budgets.  
Oversee the activities of the Accounting Department, ensuring the accurate and timely processing of accounts payable, purchase orders, petty cash, core 
employee expense reports, cash control, core payroll processing and total corporate payroll tax compliance.  
Oversee the activities of the Accounts Receivable Department to ensure the accurate and timely management of all Accounts Receivable aging 
components including billings, cash receipts application, etc;  quarter and year-end payroll closing including federal and state reports; and check statistic 
management.  
Assure corporate income tax compliance to assure the accurate and timely completion of all corporate income tax returns taking full advantage of all 
favorable tax codes.  
Establish and maintain systems and controls which verify the integrity of all systems, processes and data, and enhance the Company's value.  
Respond to Production Manager as assigned with accurate and timely work to facilitate financial needs.  
Communicate with co-workers, management, clients, franchisees, and others in a courteous and professional manner.  
Conform with and abide by all regulations, policies, work procedures, and instructions.  
Conform with all safety rules and use all appropriate safety equipment.  
Attend meeting as required. 
Must be dependable, i.e. show up to work when scheduled, and be punctual 
Must be motivated, and a self-starter who is extremely accurate and can meet deadlines. 
Must have flexibility to adapt to changing priorities 
 
Job Knowledge, Skills and Abilities: 
Strong general ledger, accounts payable, accounts receivable, payroll, income tax and banking working knowledge.  
Must be able to read and interpret documents such as financial reports.   
Ability to write routine reports and correspondence.  Ability to speak and communicate well with vendors, customers, co-workers.  Must have ability to 
understand and carry out written and oral instructions.   
Strong administration and organizational skills. 
Time management and meeting multiple deadlines. 
Computer proficient with Microsoft Office, proficiency with accounting software, extensive Excel spreadsheet experience. 
Keen eye for attention to detail. 
Must show initiative and be a self-starter. 
 
Success factors/job competencies: 
Commitment to the values of PDT-Promotes a safe and inclusive environment that provides for the open exchange of ideas and the virtues of integrity 
and honesty. 
Collaboration and Teamwork-Supports a positive team environment in which members participate, respect and cooperate with each other to achieve 
desired results. 
Excellent interpersonal and communication skills-Ability to present and receive information, ideas and concepts in a respectful manner. 
Time management-Ability to organize and manage multiple priorities 
Judgment-Makes sound decisions; bases decisions on fact rather than emotion; analyzes problems skillfully; uses logic to reach solutions. 
Continuous Improvement-Proactively looks for opportunities to improve the way in which work is carried out at an individual or team level. 
 
Physical demands and work environment: The physical demands and work environment characteristics 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. 
Physical demands: While performing the duties of this job, the employee may need to sit or stand as needed, use of hands to finger.  May require 
walking primarily on a level surface.  Reaching above shoulder heights, below the waist or lifting as required filing documents or storing materials. 
Work environment:  Ambient room temperatures, lighting and traditional office equipment as found in a typical office environment. 
 

 

 



Department Administration 

Job Title Bookkeeper 

Reports to Production Manager   

WORK EXPERIENCE REQUIREMENTS 

4 years of hands-on bookkeeping experience 

 

EDUCATION REQUIREMENTS 

High School diploma or GED 

 

 


