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Abbey Credit Union — Job Description 

 

Job Title:  Senior Accountant 

Exempt:  Yes                 Department:  Accounting                

Reports To:  VP of Finance                              Pay Grade:  9 

Prepared By: Teri Puthoff                               Date:  January 13, 2017 

Updated By:   Teri Puthoff                               Date:  June 13, 2018 

Approved By:  Dean Pielemeier                       Date:  June 14, 2018 

 

SUMMARY:    

 

Develop, manage, and maintain reliable accounting information and reporting on income, 

expenses, assets, liabilities, and capital for management planning and decision making 

and for fulfillment of financial reporting requirements. Reconcile GL and bank accounts.  

Ensure that reports, accounts, systems, policies and practices adhere to generally accepted 

accounting principles (GAAP).    

   

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

 
1. Process and balance daily files for ACH, share drafts, ATM, VISA, Check 21, and 

Shared Branching. Process returns and adjustments as needed. 

 

2. Submit wire transfers, gift card sales, and miscellaneous payments as needed.  

 

3. Manage accounting functions to include, financial reporting and recordkeeping, GL, loan 

participations, and investments.  

 

4. Assist with the implementation of policies and procedures for the accounting department 

and ensure that policies and procedures reflect current regulations.   

 

5. Reconcile GL accounts, bank account, loan add-on products, and payroll reports.  

Monitor daily cash position.  

 

6. Responsible for analysis of financial accounts and preparation of journal entries.  Process 

end-of-month close and assist with monthly financial statements and board reports.   

 

7. Ensure that all activities of the department are in accordance with GAAP and that the 

accounting records are maintained accurately and in compliance with laws and 

regulations.  

 

8. Assist with the development and implementation of processes to streamline credit union 

accounting procedures.  

 

9. Develop and maintain complex computer-based analyses and reports of credit union 

accounting records on a regular basis.   

 

10. Monitor fixed-asset and prepaid subsidiary ledgers.  

 

11. Assist in preparation of Call Reports. 

 

12. Compile and Upload requested documents for auditors and ALM reporting.  
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13. Conduct special accounting studies, analyses, and special projects as requested by 

management.  

 

SUPERVISORY RESPONSIBILITIES: 

 

None 

 

PERFORMANCE STANDARDS: 

 

Must have knowledge of all accounting functions, operational policies and procedures, and 

be able to apply this knowledge effectively.  Attention to detail and time management is 

imperative. Must be able to complete all assigned tasks timely and accurately.   Supportive of 

the Credit Union leadership towards change, always displaying positive actions to the peers.  

Willing to work as needed. 

 

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. 

 

Staff are required to maintain their personal financial affairs in such a manner that is befitting 

employment by a financial institution.  

 

EDUCATION and/or EXPERIENCE: 

 

Bachelor’s degree in Accounting preferred, but not required if experience is commensurate. 

At least three years of experience in a bank, credit union, finance company or savings and 

loan, or the equivalent combination of formal training and experience obtained at a depository 

institution of comparable size and complexity. 

 

LANGUAGE SKILLS: 

 

Ability to read and interpret documents such as board policies, regulation respecting deposits 

(i.e., GAAP, financial statements, etc.), and the ability to communicate effectively with staff 

and individuals external to the credit union whom the accounting department may need to 

contact for information. 

 

MATHEMATICAL SKILLS: 

 

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

common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and 

interpret bar graphs. 
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REASONING ABILITY: 

 

Ability to solve practical problems and deal with a variety of concrete variables in situations 

where only limited standardization exists.  Ability to interpret a variety of instructions 

furnished in written, oral, diagram, or schedule form. 

 

CERTIFICATES, LICENSES, REGISTRATIONS: 

 

None. 

 

OTHER SKILLS and ABILITIES: 

 

Ability to operate a personal computer within a Windows environment.  Need a full working 

knowledge and ability to utilize Microsoft Office software including Word and Excel.  

 

Must be able to use the credit union's core transaction processing system, debit card platform, 

and other systems related to managing all enterprise-wide depository activities.  Such usage 

includes, but is not limited to, analysis of activity reports, retrieval of information, inputting 

data, updating information, special access to certain fields, and general maintenance of the 

credit and collection financial and ancillary records. 

 

Thorough knowledge of all credit union products, services, service delivery systems, and 

general operations.  In addition, maintains knowledge of deposit products and programs of 

competing organizations in the marketplace. 

 

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 sit and talk or 

hear. The employee is occasionally required to stand; walk; use hands to finger, handle, or 

feel objects, tools, or controls; reach with hands and arms; and stoop, kneel, crouch, or crawl. 

 

The employee must occasionally lift and/or move up to 50 pounds.  Specific vision abilities 

required by this job include color vision and the ability to adjust focus. 

 

WORK ENVIRONMENT: 

 

The work environment characteristics described here are representative of those encountered 

while performing the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 

The noise level in the work environment is usually moderate. 


