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STAFF ACCOUNTANT 
Job Description 

 
Reports To: Controller 
 
Status:  This position is full-time, exempt status 
 
Classification: Non-regulated/General 
 
Job Summary: 
 
Responsible for posting and updating the general ledger with assigned journal entries.  
Will also perform account analysis and reconciliations, year-end review preparation, and 
support for the preparation of the budget.  The position ensures that reporting and 
payment processes are in compliance with government laws and regulations.  Filings 
include various local, state, and federal tax payments and reports. 
 
Duties and Responsibilities: 
 

1. Prepares and posts journal entries to the General Ledger which include (but not 
limited to): 

a. Daily Bank Journal Entry 
b. Various Accruals  
c. Prepaid Expense Amortizations 
d. Depreciation 
e. Allocations 
f. Others as assigned by the Controller 

2. Reconciles G/L accounts and balances to sub-ledgers or other supporting 
schedules, ensuring accurate month-end cut-off and proper period matching with 
accruals according to GAAP.  

3. Maintain current and create new Financial Statement Reports from SAS reporting 
system.  Includes rollup structures, hierarchy, and consolidation. 

4. Provides monthly information for the Business Operating System Summary 
(BOSS) report related to accounting records.  

5. Actively participates with operating department managers to review costing 
programs and identify cost savings and revenue enhancement opportunities.   

6. Furnishes internal Key Performance Indicator Reports (KPI).  Reports, revises 
and updates reports to be more useful and efficient, and furnishes external reports 
as necessary. 

7. Calculates Sales and Excise tax payments, including TTB ethanol tax payments. 
8. Prepares and submits monthly truck mileage tax reports, quarterly IFTA report 

and annual Heavy Highway Use Tax Report. 
9. Maintains Fixed Asset accounting records and depreciation entries in asset 

tracking software, setting up and assigning lives to assets.  Records all items in 
the system, maintaining pertinent records and ensuring adequate treatment of box 
and tax fixed asset acquisitions and retirements. 
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10. Analyze Product Pricing, Product costs, Transportation costs, Overhead costs, and 
Cost of Sales Analysis for product profitability.  

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

12. Participates in preparation of annual “bottoms up” budget process and ongoing 
forecasting. 

13. Creates year-end schedules required for annual financial review and tax return 
preparation working with external auditors and tax preparers. 

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

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

16. 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. 
2. Minimum three years financial accounting experience in GAAP Accounting 

environment in small or medium business. 
3. Intermediate to advanced Excel skills (vlookups, sumifs, pivot tables, data 

modeling).   
4. Experience with Chempax or other comparable medium to large scale integrated 

computer accounting system is required. 
5. Self-Starter who enjoys analyzing and working on monthly routine 

responsibilities as well as special onetime assignments/projects 
6. Must have the ability to work independently, plan, control and organize workload. 
7. Must demonstrate a high level of integrity, responsibility and work ethic toward 

employees, suppliers, and customers. 
8. Must have a general knowledge of tax rules and ability to research answers 

online.   
9. Must be flexible and able to handle multiple priorities within deadlines.  
10. Experience in Manufacturing and/or Distribution environment preferred. 

 


