
 
 

 
TITLE: Accounting Coordinator   
 
JOB SUMMARY: Accounting Coordinator’s primary duty is to assist in the day to day accounting 
functions of Wolf Construction Services.  This includes tracking accounts receivable, accounts payable, 
payroll and general bookkeeping duties.  The Accounting Coordinator represents Wolf Construction 
Services to its employees, customers, vendors, and subcontractors. 
 
REPORTING: 

- Reports to: Controller  
- Direct Reports:  NA 

 
KEY PERFORMANCE INDICATORS: 

- Timely Accurate Payroll processing 
- Accurate accounts payable entry 
- Complete subcontractor documentation 
- Accurate vendor and credit card reconciliations  

 
JOB COMPETENCIES: 

- Accounting/Bookkeeping 
- Organization 
- Communication 
- Problem Solving 
- Time Management  

 
DUTIES & RESPONSIBILITIES: 

- Executes weekly and biweekly payroll 
- Maintains accounts payable records, updating databases to reflect changes 
- Performs credit card reconciliations  
- Collect and organize financial information required for taxes and audits 
- Ensures all changes to accounts are accurate and legitimate 
- Facilitates communication about accounting matters between company, clients, suppliers, and 

lenders 

- Account for all incoming and outgoing invoices 
- Manage, update, and execute subcontractor agreements, W-9, Insurance Certificates, and Lien 

Waivers 

- Updates payroll system with employee changes and deductions 
- Other duties as assigned 

 
SKILLS & CERTIFICATIONS: 

- Effective communication skills.  Written skills should include proper spelling, punctuation, and 
sentence structure 

- Excellent mathematic and algebraic skills 
- Experience in bookkeeping, management, or relevant field may be required 
- Understanding of basic accounting principles and financial reporting processes 
- Proficiency with computers and office technology 
- Proficiency with software programs such as Microsoft Office Suite (Word and Excel), Gmail, and 

QuickBooks 
- Strong typing skills 
- High level of accountability, accuracy, and efficiency 
- High level of confidentiality with accounting and payroll records 

 
PRIVILEGES & AUTHORIZATIONS: 



 
 

- Office space (may be shared space) and designated computer (laptop or desktop) 
- Full access to accounting files (both digital and hard copy) 
- Access to project drives and files (both digital and hard copy) 

 
WORKING CONDITIONS: 

- 95% of time is spent working at office location. Some driving is required. Valid driver's license is 
required.  5% of time is spent working at off-site meetings, company gatherings, and events.   

- Environmental /Sensory: From time to time, must work outside in all different weather conditions 
including extreme cold and extreme heat. 

- Mental: (conditions that may lead to mental or emotional fatigue) The Accounting Coordinator 
must complete assigned tasks in a timely manner.  He/she must be able to effectively deal with 
the public in a courteous and respectful manner. 
 

PHYSICAL: 
- Job may at times be physically strenuous and demanding. 
- Job requires sitting, standing, bending, stretching, and twisting. 
- Job requires ability to lift and manipulate objects of up to 50 lbs. for 50 feet. 

 
HAZARDS: 

- Normal hazards associated with office environment 
 
COMPENSATION: 

- Salary / commensurate with experience 
- Paid Time Off program  
- 401k – available after eligibility requirements are met, including match 
- Health Insurance - Normal Rate 
- Dental, Vision, and Disability Insurance Plans – Payroll Deduct 

- Life Insurance – base policy w/ option to payroll deduct additional amounts 
 
I understand and accept the components of the job description listed above as my primary role at Wolf 
Construction.  I realize that additional duties may be added.  I also understand that my performance will 
be evaluated based primarily on this job description. 
 
 
      
Name (printed)   Signature      Date 


