Open Position for an Accounting Specialist

Salary commensurate with experience; employer paid insurance; paid vacation and holidays

40 Hour work week, Monday – Friday; need to have taken accounting courses; Degree preferred

Bilingual a plus

Email resume to dbattistoni@tmtfcu.org
Torrington Municipal & Teachers Federal Credit Union

777 East Main St, Torrington, CT 06790




NON- EXEMPT JOB DESCRIPTION

TITLE:

Accounting Specialist

REPORTS TO:        
CEO/COO

PURPOSE:              
Manage and maintain accounting information and reporting on income, expenses, assets, and liabilities for fulfillment of financial reporting requirements. Reconcile GL and bank

accounts. Manage the activities of the department and staff. Ensure that reports, accounts, systems, policies and practices adhere to generally accepted accounting principles.
PRIMARY RESPONSIBILITIES:

1. Greet and welcome members in a courteous and professional manner and provide STAR treatment with prompt, efficient, and accurate service in the processing of transactions in person and over the phone. Maintain credit union policy of privacy, confidentiality and security.

2. Know and understand the history and philosophy of credit unions.

3. Perform a variety of activities to assist the department in maintaining the financial, statistical and accounting record of the credit union.

4. Enter data into the accounting systems and generate reports on a daily basis.  Responsible for general ledger reconciliation, analysis of financial accounts and preparations of journal entries. Provide assistance at month, quarter and year end closings. Prepare various financial, regulatory and special reports on a weekly, monthly and quarterly basis as requested by management.

5. Process payrolls, wires, IRA and HSA accounts along with reporting.

6. Process drafts, late returns and other problems.

7. Journalize all necessary transactions and make sure everything is in balance

8. Proof totals with the general ledger system. 

9. Maintain vendor management program.

10. Develop and implement processes to streamline credit union accounting procedures.

11.  Answer phones.

12. Back up to EFT Specialist.

13. Provide volunteer assistance for community service annually.

14. Other duties as assigned.

