PREMIER COMMUNITY BANK
POSITION DESCRIPTION FORM

Name:






Supervisor:  VP – Finance/Accounting
Title:

Accounting Clerk 


Classification: Full-time/Non-Exempt
Back-up
Accounting Assistant
Position Summary:

This position is responsible for a variety of routine clerical and accounting functions in accordance with standard procedures in one or more of the following areas:  general bank accounting, accounts payable, loan accounting, wire transfers, month-end financial reports and bank account reconciliations.
Principle Duties and Responsibilities:

A.  Performance of Accounting Assistant Duties

1.  Process accounts payable which includes coding expenses, monitoring branch allocations, issuing checks for payment, reviewing the accounts payable register, prepaids, receivables, and 1099 reporting.
2. Prepare and post bond accounting system entries for principal and interest payments, purchased and matured securities, and other status updates.  Provide Bankers Bank with safekeeping information.
3. Comply with all audit requirements including but not limited to preparation of correspondent bank account, accounts payable, investment and general ledger account reconciliations.  
4. Preparation of Blanket Lenders Single Interest Premium report and monitoring of the Insurance Reserve general ledger account; posting entries for issued and cancelled to Insurance checking account.
5. Report and pay Federal and State customer withholding and Wisconsin Sales Tax monthly and reconcile to annual reporting at year end.
6. Report monthly servicing data for FHLB, Freddie Mac, Farmer Mac, and SBA.  Annually recertify with FHLB and Freddie Mac.  
7. Prepare reports for the loan department; including Loan Loss Reserve, Sixty Days Past Due Report, Delinquency Summary, Repricing, and Watch List.  
8. Assist with preparation of Bank financial reports monthly and MSB (Holding Company) financials quarterly. 
9. Maintain Fixed Asset accounts by posting status updates and monthly depreciation and reconciliation.  

10. Prepare and post general ledger entries including but not limited to all Bankers Bank transactions, deferred loan fees, CDARS, ICS, Fed Funds, Federal Reserve Bank transactions and ORE, charge-offs and repossessions.  
11. Process wire transfers for all offices of the Bank.

12. Assist with the preparation of the quarterly ALCO Committee reports.  Prepare Economic Interest Rate Risk, cash flow reports and liquidity stress testing for the ALCO meeting.
13. Maintain the IBRETA and IOLTA reporting.
14. Calculate and post month end income entries for Premier Investment and Premier Insurance Services including printer use allocations.

15. Calculate Courier mileage, enter into the accounts payable system and update the off-balance sheet accounts at month end. 
16. Compile information, prepare and submit the Call Report, FHLB QCR, FRY8 and 9, and FR2900 and FHLB line of credit reporting quarterly.
17. Assist annually with the state sales tax summary of deposits, personal property tax, call disclosure and the Wisconsin Consumer Act Reporting.

18. Compile year-end information to assist the Bank’s CPA in the filing of the tax return.
B.  Performance of Miscellaneous Duties

1.  Attend and participate in the Operations meetings and other training meetings provided by the Bank to stay abreast of regulatory changes and compliance issues and ensure compliance with all that pertains to the accounting department.
2. Complete the on-line training as required.

3. Attend local functions as a representative of the Bank.
4. Perform other related work and assist with accounting projects as required.
Knowledge, Skills, Abilities and Competencies:
1) An Associate Degree in Accounting or relevant experience with accounting responsibilities.  
2) One to Three years of accounting experience is highly desirable.
3) Attention to detail, accuracy and strong organizational skills

4) The ability to learn and use various bank accounting software programs. 
5) Proficiency in Microsoft operating systems, including Word and Excel

6) The ability to apply accounting principles to the banking industry.

7) Knowledge of banking regulations and compliance. 
8) Self-motivation and ability to work independently, meet deadlines and maintain a positive, service-oriented attitude.

9) Excellent mathematical skills and the ability to compute rate, ratio, and percentages as it relates to the banking industry.

Physical Demands/Abilities:
Work is performed largely in a pleasant office environment with minimal chance for personal injury.    While performing the duties of this job, the employee is frequently required to sit, talk and listen.  Prolonged sitting and intermittent mental and visual concentration for computer usage required.  The employee is often required to use their hands and fingers to complete repetitive keyboard tasks.    Ability to access files regularly and occasional lifting or carrying files 20 lbs or less.  Specific vision abilities required by this job include close vision and the ability to adjust focus.  This position has a 40-hour work week and has some expectation for a certain amount of community involvement.
Measures of Performance:

The duties and skills outlined in the job description require performance factors that allow a person to meet or exceed the expectations of the Bank in successfully performing the job.  Those attitudes and behaviors are:  Job Knowledge, Bank Knowledge, Customer Service, Initiative, Judgment, Communications Skills, Planning and Organizing Work, Time Management, Quality of Work, Confidentiality, Relationships with Co-workers, Relationships with Management, Cost Consciousness, Security, Personal Development, Business Ethics, Relationships within the Community and Personal Development.

Employee Acknowledgment:
The job description describes the general nature and level of work performed by the employee assigned to this position.  It does not state or imply that these are the only duties and responsibilities assigned to the job.  The employee may be required to perform other job-related duties as requested by the supervisor.  All requirements are subject to modification over time.

Signatures:

____________________________________
Date: __________________________

Employee

____________________________________
Date:  __________________________

Supervisor
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