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ACCOUNTING SPECIALIST / GENERAL OFFICE 
Job Description 

 
 
Reports to: Controller 
 
Status:  Position is full-time, non-exempt status 
 
Classification: Non-regulated/General 
 
Job Summary: 
 
Accurately prepares customer invoices.  Posts customer payments to Accounts 
Receivable and researches and resolves any discrepancies resulting.  Posts Non-AR cash 
receipts to appropriate GL accounts.  Performs reception and general office duties along 
with administrative support to President and General Manager. 
 
Duties and Responsibilities: 
 

1. Answers incoming telephone calls and direct to appropriate person.  Screen calls 
as needed and provide assistance to callers wanting general information or who 
need help with specific problems. 

2. Greets and directs visitors.  
3. Responsible for the voice mail system including obtaining daily off-hour 

messages and forwarding to the appropriate person. 
4. Receive and distribute mail, driver envelope documents, and random deliveries.  
5. Provides notary services as needed for the Portland office. 
6. Provides administrative support for the President, General Manager.  Also may 

assist with special projects and provide backup support for the CFO and 
Controller.  

7. Maintains adequate office supplies and kitchen supplies and places orders as 
needed. 

8. Assists with coordination of management and maintenance of mailing / copy / fax 
and other office equipment. 

9. Prepares, reviews, and posts customer invoices (from sales order delivery tickets) 
for Portland including direct ship deliveries. 

10. Monitors Gross Profit margins and reports findings to appropriate parities who 
can research and resolve any potential issues. 

11. Prepare and post billing adjustments: Credit memos as well as re-invoicing sales 
orders on an as needed basis. 

12. Files Invoices and supporting delivery / PO documentation. Maintains invoice 
filing system. 

13. Assists customers with (sales) invoice issues and resolves problems or forwards 
to appropriate person. 

14. Monitors and distributes open sales order(s) report on a weekly & monthly basis. 
15. Receives all paperwork and monies collected from will calls/COD to be deposited 

to company bank accounts, including drivers’ envelopes. 
16. Obtains lock box receipts from bank and posts to Open Items in A/R. 
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17. Posts all cash receipts documents including other income cash receipts, enters 
data and posts to customer accounts or G/L account. 

18. Posts Customer Refunds as approved by Credit Manager.  
19. Enters and posts Auburn and Phoenix cash receipts to customer accounts from 

bank’s check deposit report. 
20. Various Month-end duties to include Rental Billings and other miscellaneous 

Invoicing as required. 
21. Process cardlock and usage write-offs. 
22. Resolves payment discrepancies and enters details by memo to customer 

accounts. 
23. Processes NSF checks and contacts AR/Credit Manager to secure replacement. 
24. Records distribution of all cash receipts on an Excel spreadsheet and reconciles 

totals to the cash receipts journal postings. 
25. Maintains all remittance advice documents. 
26. Daily Count/Reconciling of Cash Box for Portland Dispatch. 
27. Performs back-up responsibility for cardlock processing. 
28. Must comply with all company safety, security, quality and environmental 

standards. 
29. Works within the Tarr System Manual built upon the framework of ISO 9001 

Quality Management System and Responsible Distribution Process requirements. 
30. Support the company’s mission statement and corporate values. 
31. Performs other duties as assigned by management. 

 
This description reflects the general details considered necessary to describe the principal 
functions of the job identified for the purpose of job evaluation.  It should not be 
construed as a detailed description of all work requirements that may be inherent in the 
job nor shall be construed as giving exclusive title to every function described. 
 
Qualifications: 
 

1. Experience using ERP computer systems for billing/invoicing and other 
accounting processes. Demonstrated ability to learn internal software 
applications. Chempax and SAGE 100 accounting software experience desired. 

2. Beginning to intermediate Skills with Word, Excel, PowerPoint, Outlook email - 
Office software. 

3. Good  math skills 
4. Familiarity with sales tax and fuel tax rules and ability to research tax resources 

desirable. 
5. Excellent telephone and customer service skills and etiquette with 2-3 years 

previous experience in receptionist/customer service role. 
6. Product knowledge (willingness to learn). 
7. Present personable but professional demeanor. 
8. Professional appearance. 
9. Flexible, with excellent ability to prioritize workload. 
10. Positive attitude and ability to adapt to changes. 
11. Ability to work with little supervision while coordinating multiple tasks. 
12. Detail-oriented.  


