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TITLE: Senior Accountant 
 
JOB SUMMARY: Senior Accountant’s primary duty is to manage the job cost invoicing for all the 
company’s construction projects. In this role, the Senior Accountant works closely with the project 
managers to verify that all job costs are being invoiced accurately and coded to the correct project.  
 
REPORTING:  

- Reports to:  CFO 
- Direct Reports:  N/A 

 
KEY PERFORMANCE INDICATORS (KPI):  

- Timely and accurate monthly invoicing of projects 
- Accurate set up of estimates in accounting system 
- Tracking and updating of invoices 
- Monthly review and analysis of estimate vs actuals for each active project 

  
JOB COMPETENCIES:  

- Self-Management 
- Organization 
- Communication 
- Construction project knowledge 
- Adaptability 

 
DUTIES & RESPONSIBILITIES:  

- Manages and processes the monthly invoicing for all construction projects 
- Posts receivables on QuickBooks 
- Update the invoicing template with new jobs, monthly billings, client contacts and progress notes 
- Run reports as requested for projects 
- Process change orders 
- Assists other office staff members in the organizing and maintenance of files 
- Assist project managers when requested 
- Process certified payroll reports as needed 
- Serves as a backup for payroll related duties 

 
SKILLS & CERTIFICATIONS: 

- Bachelor’s degree in Accounting, Finance, or related field; or equivalent experience 
- Knowledge of basic economic and accounting principles 
- Financial management skills 
- Strong time management and attention to detail 
- Ability to communicate effectively, both written and orally 
- Proficiency with QuickBooks and Microsoft Excel 
- Ability to multi-task in a fast pace environment 

 
PRIVILEGES & AUTHORIZATIONS:  

- Full access to accounting files 
- Full access to employee payroll files 

 
WORKING CONDITIONS:  

- Less than 5% of time spent traveling 
- Environment/Sensory:  The Senior Accountant will spend long hours sitting and using office 

equipment and computers which can cause muscle strain.   
- The Senior Accountant may also have to do some light lifting of supplies and materials from time 

to time.  
- The use of computers may cause eyestrain and occasional headaches 
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- Mental: The Senior Accountant must complete job assignments in a timely manner.  He/she must 
be able to deal with employees, vendors, and the public in a courteous and respectful manner 

 
PHYSICAL: 

- Generally, the job is not physically demanding 
- Job may require light lifting from time to time 
- Job involves sitting for long periods 

 
HAZARDS: 

- Normal hazards associated with an office environment 
 
COMPENSATION: 

- Salary (negotiated) 
- PTO (negotiated) 
- 401K – available after eligibility requirements are met – includes company match 
- Medical/Dental Insurance 
- Life Insurance – base policy/option to add additional insurance at the lower group rate 


