
 
Jr. Staff Accountant Job Description 

Job title: Jr. Staff Accountant 

Division/Department: Finance 

Reports to: Kathleen Ong 

◼ Full-time 
 Part-time 
 Temporary Position 

◼Exempt 
Non-exempt 

 

Essential Duties and Responsibilities: Performs bookkeeping and basic accounting duties such as: data entry, journal 

entries, payroll entries , allocations and/or billing issues with vendors. 
 
Responsibilities include, but are not limited to: 
 

• Assisting with accounts receivables, accounts payables and payroll entries  

o Assisting with Accounts Receivables for GVS and Small Companies  

▪ Record Deposits for AR   

o Assisting with Accounts Payables and Employee Reimbursements for GVS via Concur   

▪ Maintaining AP email as well as GVS Concur email  

▪ Coding and Submitting Invoices thru Concur  

▪ Integration of transactions from Concur to GVS  

o Assisting with Journal Entries of Payroll on a bi-weekly basis  

• Recording bank transactions for All GVS Bank Accounts   

o Record Transfers between bank accounts  

o Perform Bank Reconciliations for all bank accounts  

o Perform data entry relative to designated accounts, audit and review data entry and reports for accuracy  

• Assist with all Month End Journal entries and maintain Schedules  

o Prepaid Expense  

o Fixed Assets  

o Bad Debt JE  

• Perform other duties as assigned  

  

 

Print Employee Name: 

Employee signature:                                                                                                     Date: 
 
 



 


