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	Position Classification


	Position Title
	Accountant

	Department
	Accounting

	FLSA Status
	Exempt

	Report To
	Chief Financial Officer

	Revised Date
	January 8, 2026

	Position Summary

	Assist accounting department in the area of accounts payables, accounts receivables, reconciling accounts, hourly payroll and develop, coordinate, and maintain all files and   records.  Must have excellent math skills, and the ability to manage several assignments simultaneously. Must be able to maintain successful relationships with vendors, customers, bank officers, and all levels of company personnel and be familiar with, and able to use, computer and accounting software.  Must have full understanding of relevant internal controls and establish audits to prevent inaccuracies. Possess significant knowledge of current accounting principles and practices, as well as effectively communicate with management efficiently. 

	Essential Duties and Responsibilities

	1. Supports most aspects of accounting management (billing, tax forms, reporting)
2. Maintains company records (paper and computer) for accounts payable, accounts receivable, payroll, job cost and other pertinent areas of accounting.
3. Ensure that all transactions are recorded properly and in a timely fashion.
4. Performs monthly reconciliations of bank accounts and other accounts.
5. Prepare journal entries, invoices and daily cash flow reports.
6. Assists in the preparation of financial statements and supporting documents.
7. Works with auditors as they perform the year-end independent audit.
8. Maintains adequate records of all contracts (non-job) and leases, and ensures proper recording.
9. Ensures compliance with governmental agencies.
10. Act as backup for weekly hourly payroll as needed.
11. Prepare and process T&M billings
12. Supports other accounting team members as needed.
13. Exemplifies the service attitude of The Trevino Group at all times.
14. Performs other related duties upon request
15. 

	Qualifications

	Education
	· Bachelor’s degree in accounting (preferred) or business administration.  

	Certifications & Licenses
	· Not required

	Experience
	· Three years of experience in accounting preferred

	Competencies
	· Must be detailed orientated, highly organized, and have prioritization skills.
· Experience with financial statements, journal entries and reconciliations.  



	Physical and Work Environment
	1. Professional office setting with standard office equipment (e.g., computers, phones, printers, filing cabinets).
1. Prolonged periods of sitting at a desk and working on a computer.

	Employee Acknowledgement

	I acknowledge that I have received, read, and understand this job description, and that I am expected to consistently demonstrate the primary job duties, additional responsibilities, and core competencies of the position.  I understand and agree that the Company may, in its sole discretion, at any time, redefine my job title, job description, or place of employment, and/or may alter or add to my employment duties and responsibilities.  While the Company will endeavor to provide me with as much advance notice of any such change(s) as possible, I further understand and agree that given the nature of our business, advance notice of such change(s) may not always be possible.

	

Employee’s Name (Printed)
	

Employee’s Signature
	

Date

	

Supervisor’s Name (Printed)
	

Supervisor’s Signature
	

Date
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