Job Description

ASSISTANT REVENUE ACCOUNTING MANAGER

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Responsible for supervising the activities of the Revenue Accounting Department, to ensure the accurate reporting of revenue figures.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Supervises the activities of all Revenue Accounting Clerks.

· Maintains adequate staffing levels in the Revenue Accounting Department, by interviewing, selecting, training, scheduling, evaluating, promoting, disciplining and terminating Employees, as needed.

· Assists with the monitoring of all financial activities, with respect to Revenue Accounting, to ensure that all applicable laws, rules, regulations and controls of the Company, the Federal and State Tax Commissions, and the Gaming Commission are enforced.

· Develops and implements procedural policies for audits; reviews audits, making corrections or revisions as needed; cooperates with auditors as needed.

· Completes journal entries; reconciles accounts; produces various revenue reports and statistical analyses.

· Evaluates performance and progress in the Revenue Accounting Department, adjusting performance standards and procedures as needed.

· Creates financial spreadsheets on computer, programming necessary formulas into the file, and updating information on a regular basis.

· Held accountable, to a high degree, for the accuracy and thoroughness of departmental records and reports.

· Responsible for maintaining a consistent, regular attendance record.

SUPERVISORY RESPONSIBILITIES:



Directly supervises the activities of all Employees in the Revenue Accounting.

Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems. 

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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EDUCATION and/or EXPERIENCE:

Bachelor’s degree in Accounting, Business Administration or related area from a four-year college or university; or four to six years related experience and/or training; or an equivalent combination of education and experience.  


SPECIAL QUALIFICATIONS:

Must possess excellent communication, organizational, and analytical skills.  Experience with audits required.  Must be extremely numbers-oriented and computer-literate, with superior spreadsheet skills; proficiency appropriate software highly preferred.  Minimum of two years experience in accounting, preferably in the gaming industry, with progressive supervisory/managerial experience required.

LANGUAGE SKILLS:


Ability to read, analyze, and interpret the most complex of documents, such as 
technical journals, financial reports and legal documents.  Ability to respond to 
common inquiries or complaints from customers, regulatory agencies, or members of the business community. Ability to effectively present information in one-on-one and small group situations.


MATHEMATICAL SKILLS:

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals.


REASONING ABILITY:

Ability to define problems, collects data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions.

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an Employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the Employee is regularly required to talk or hear. The Employee is also regularly required to stand; walk; sit; and use hands to finger, handle, or feel objects, tools or controls.  The Employee is occasionally required to reach with hands and arms, and to sit; climb or balance; and stoop, kneel, crouch or crawl.   

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an Employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The Employee is regularly exposed to risk of radiation (from computers), as a great deal 
of the workday is spent working on spreadsheets or inputting data into the computer system.


The noise level in the work environment is usually moderate.
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