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	Job title
	Accounting Specialist

	Reports to
	Controller
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Position Summary
Contributes to the Company’s success by accurately and efficiently completing payments and controlling expenses within a modern ERP system. Provides financial analysis relative to various Company initiatives and delivers administrative and clerical support. 
Duties and Responsibilities

· Reviews all payable invoices for accuracy and match to purchase order 

· Identify and clarify any questionable or unusual invoices or prices

· Print, sort, and match all invoices

· Research and resolve invoice discrepancies and issues

· Process and post all invoices in system with regards to proper accounting principles

· Set up invoices for timely payment

· Track expense reports

· Identify invoices to be paid on a weekly basis

· Prepare and process electronic payments

· Prepare, process, and print check runs

· Post all necessary transaction journals and entries

· Reconcile accounts payable ledger

· Maintains Received not Invoiced reports and metrics

· Maintain vendor records

· Communicate with vendors and respond appropriately to inquiries

· Period end A/P aging vs ledger recon
· Monthly inbound freight analysis

· Outbound freight

· Capital tracking and conversion to fixed assets

· Monthly depreciation utility

· Property tax returns for annual ESA and local filings

· Maintain marketing budget tracker- middle and end of period
· Supports the administrative needs of the department and company

Qualifications

· Strong excel skills to review, analyze, and provide necessary financial data
· Strong interpersonal skills & team player
· Excellent written and verbal communication skills

· High standards for accuracy and precision
· Uphold confidentiality of sensitive information
· Organized, flexible and easily adaptable to changing conditions

· Articulates with excellent written and verbal communication skills

· Ability to think creatively, highly driven and self-motivated

· High energy, high ownership of work product and commitment to driving results
· 2– 3 years accounts payable or general accounting experience within an ERP system
· Bachelor’s Degree Preferred 
Benefits
· 401K

· Vacation

· Insurance (Health, Dental Vision)

· Bonus Plan

· Partial Gym Membership

Why Hudsonville?

We take pride in offering benefits that are competitive. Here at Hudsonville we offer a first-class work environment with a real family feel to it. We appreciate our employee’s hard work, dedication, and passion. That is why we provide a comprehensive set of benefits and options designed to fit our employee’s needs. We also value continuous learning and offer many opportunities for off-site training.











