Job Title:  Accounting Manager

Summary:  Under limited supervision, manages the activities of the Accounting Department in order to comply with statutory and state reporting requirements and to prepare tax returns.

Essential Dutiies:  Manages the billing and accounting of reinsurance recoveries.  --  Reviews billings and receipts for timeliness and accuracy; prepares financial reporting related to reinsurance; reviews and pays all assumed reinsurance claims.

Provides guidance, motivation and instruction to subordinates.

Prepares financial statements and Annual Statement.

Assists Controller in budgeting and planning process.

Oversees filing requirements for information returns (Form 1099 - Misc.) to recipients at IR.

Marginal Duties:  Manages all accounts payable, bookkeeping functions. --  Monitors payment of all bills. Monitors all entries made in general ledger. Researches and analyzes unusual bills for payment. Coordinates the preparation of bank reconciliations.

Manages the filing of state premium tax returns and abandoned property reports. --  Ensures quarterly estimates are paid accurately and timely. Coordinates the preparation and reviews year-end returns. Assists Controller in the preparation of federal and state income tax returns.

Assumes other responsibilities as apparent or assigned.

General Requirements:  College graduate with Accounting major and CPA Certificate.

A minimum of three years experience in accounting field.

Skill in the use of a PC with knowledge of Lotus 123 or Microsoft Excel

.

Knowledge of tax reporting.

