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ASSISTANT CONTROLLER 
Job Description 

 
Reports To: Controller 
 
Supervises: N/A 
   
Status:  This position is full-time, exempt status 
 
Classification: Non-regulated/General 
 
Job Summary: 
 
Ensures the accurate and timely processing of core transaction accounting functions 
according to company accounting policies, practices and procedures.  Participates in 
updating the general ledger, account analysis, year-end review preparation, and support 
for the preparation of the budget.  The position ensures that assigned areas are operated in 
compliance with government laws and regulations. Participates in the implementation of 
processes and procedures which support the needs of the operating and sales departments 
of the company. 
 
Duties and Responsibilities: 
 

1. Oversees the daily operation Payroll Operations, including Cash Management and 
Treasury Reporting. 

2. Administrator for the timeclock tracking system, including set up of new 
employees and changes.  Trains and supports employees and supervisors 
company wide, on accurate utilization and access to information in time tracking 
system. 

3. Processes status changes, changes to deductions, new hires, and terminations to 
outsourced payroll system provider for preparation of bi-weekly payrolls.    

4. Coordinates the new hire process with hiring manager to include pre-employment 
drug and physical appointments.  To include consortium primary contact and 
contact to make other medical related appointments for fit testing, etc. 

5. Administrates the Payroll and HR systems in coordination with the outsourced 
payroll / HR service provider. 

6. Maintains the security and confidentiality of company, HIPAA protected and 
employee records. 

7. Ensures EFT drafts are recorded in G/L for payment of payroll, benefits, taxes, 
and 401K. 

8. Maintains employee leave accruals and assures time tracking system and payroll 
systems are in balance. 

9. Calculates Sales Commissions for General Manager’s review and incorporation of 
the second payroll of the month. 

10. Administers worker’s compensation claims and related reporting requirements for 
OHSA compliance.  In coordination with Operations or responsible manager, 
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administers the “Return to Work” program for injured workers in coordination 
with insurance provider. 

11. Prepares and submits Workers Compensation reporting and premium payments. 
12. Calculates Sales and Excise tax payments, including TTB ethanol tax payments. 
13. Prepares and submits monthly truck mileage tax reports, quarterly IFTA report 

and annual Heavy Highway Use Tax Report. 
14. Maintains Fixed Asset accounting records and depreciation entries, setting up and 

assigning lives to assets.  Records all items in the system, maintaining pertinent 
records and ensuring adequate treatment of fixed asset acquisitions and 
retirements. 

15. Submits Personal and Real Property Tax annual updates along with property tax 
assessment payments, and reconciliation to G/L. 

16. Monitors company internal control systems and management information systems 
to ensure cash, receivables and payables are controlled in line with company 
policies and that operating departments have accurate and timely management 
information. 

17. Prepares and posts journal entries to the General Ledger as required. 
18. Reconciles G/L accounts and sub-ledgers as assigned. 
19. Provides monthly information for the Business Operating System Summary 

(BOSS) report related to manpower related activities. 
20. Actively participates with operating departments in the operation and 

development of systems and support for both new and existing programs to 
identify cost savings and revenue enhancement opportunities.   

21. Furnishes internal reports, revises and updates reports to be more useful and 
efficient, and furnishes external reports as necessary. 

22. Assists in development and implementation of new procedures and features to 
enhance the workflow of the department. 

23. Assists the consulting CPA firm in the preparation of year-end data and journal 
entries required for annual review and tax purposes. 

24. Must comply with all company safety, security, quality and environmental 
standards. 

25. Works within the Tarr System Manual built upon the framework of ISO 9001 
Quality Management System and Responsible Distribution Process requirements. 

26. 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. Minimum four year bachelor degree in Accounting and/or Finance. 
2. Minimum three years financial accounting and finance experience. 
3. Knowledge of or desire to learn regulatory compliance of Payroll, Human 

Resource, Workers Compensation/OSHA related activities.  
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4. Must have an intermediate to advanced level of computer skills including MS 
Office including advanced Excel, database extract/reporting tools, and internet 
research capabilities.   

5. Experience with Chempax or other comparable integrated computer accounting 
system is a plus. 

6. Must have the ability to independently plan, control and organize activities and 
programs impacting multiple facets of the company. 

7. Must demonstrate a high degree of integrity, responsibility and work ethic toward 
employees, suppliers, and customers. 

8. Experience and knowledge of handling sensitive HIPPA information. 
9. Must have a broad knowledge of IRS tax codes.   Demonstrate the ability to 

research available resources and apply to business practices. 
10. Must be flexible and able to handle multiple priorities within deadlines.  

 


