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Job Title:  Accounting/Office Manager        
        
        We are searching for an extremely detail-oriented individual, who is self-motivated, trust-
worthy, thorough, accurate and honest.  Excellent data entry skills, time-management and meeting 
deadlines are a must.  Ability to communicate effectively, complete tasks on-time, have a complete 
understanding of a Chart of Accounts,  Journal Entries, class costs, and have a basic understanding of  
"Generally Accepted Accounting Principles" (GAAP).        
        
 
Job Description:        
 You will be responsible for maintaining the entire accounting system, recording all day-to-day 
financial transactions, along with summarizing, analyzing entered data, reporting up-to-minute financial 
status of company to Officers, and meeting all reporting requirements.  You will be expected to ensure 
compliancy with established company procedures, and ensure all tax regulations and government 
regulations are complied with. Office Manager Duties will include; answering phones, daily entry of 
J2's, ordering office supplies, maintaining office equipment, website upkeep, and administering fringe 
benefits.       
        
Duties and Responsibilities:        
        

 Manage all accounting transactions      
        

 Budget:      

 Prepare Budget forecasts     

 Preparation of year-end Budget and Upcoming Fiscal year Budget 
    

 Prepare Monthly Financial Statements in a timely manner   
   

 Manage balance sheets, profit/loss and actual vs budget statements   
        

 Accounts Receivable:        

 Make deposits and record all payments     

 Preparation and issuance of all Invoices  

 Run Past-due statements 

 Collection on past-due accounts  
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 Accounts Payable:        

 Obtain electronic bills where necessary  

 Obtain authorized signatures for payments    

 Enter and process checks or electronic fund transfers    

 Ensure timely payment of bills     

 Obtain necessary tax forms from vendors     

 File year-end 1099 Forms     
        

 Bank Reconciliation:      

 Handle monthly closings/balancing     

 Handle year-end closings/balancing  
    

 Payroll:      

 Handle payroll using accounting software and manually kept records 

 Pay employees on time     

 Update employee records by entering changes in exemptions, 
retirement deductions and non-taxable and taxable wages   

 Determine payroll liabilities and pay on time (Federal and State(s) 
withholding  tax payments, along with Railroad Retirement Taxes)  

 Maintain employee confidence and protect payroll operations by 
keeping  information confidential     

 Pay all payroll taxes on time     

 Prepare Quarterly Tax Reports     

 Prepare and File W-2 Forms     

 Prepare and File W-3 Form     

 Prepare all year-end tax reports meeting Federal, State and Railroad 
Retirement reporting requirements     

        
 Retirement Plans: (Railroad Retirement, 401-K and Roth 401-K)   

   

 Understanding Railroad Retirement Benefits (aka RRB)    

 Proper deduction of employee and employer taxes   

 Proper deduction of employees contributions     

 Proper matching of employer contributions     

 Entering files and paying in to retirement fund     

 Testing and Filing Form 5500     
        

 Income Taxes      

 Determining whether Estimated Taxes are due to Federal or State 
Agencies 

 Completing and Filing both Federal and State Income Tax Returns  
     
 
 
 
    



3 | P a g e  
 

 Employee Fringe Benefits      

 Understanding all employee benefits, both active and retired   

 Dealing with Insurance Agency and/or insurance companies when 
necessary for policy renewals 

 Maintaining up-to-date records on employee coverages   
         

 Office Manager Duties Include:  

 Daily entry of J-2 forms, inventory and order office supplies, maintain 
office equipment, administer and oversee company fringe benefits.  
Website upkeep.  Other duties as assigned.   

 
 
Requirements:   Work experience in the accounting field, with excellent knowledge of accounting 
procedures, hands-on experience with accounting software (QuickBooks preferred), Knowledge of MS 
Excel and Word; strong attention to detail, and good analytical skills.  
 
Experience with Railroad Retirement Payroll, Taxes and Reports a plus, but not necessary.  Will train. 
Experience in web design a plus, but not necessary.  Will train.   


