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NAME: William Miles
COMPANY NAME: Burton & Co., CPAs
JOB TITLE: Chief Accountant
Background Information on the Job
	Every job requires qualified individuals who can understand the required criteria as well as what they are expected to accomplish in their field of study. Therefore, individuals need to get their job descriptions to ensure they perform their work on time as they will have realized the tasks needed, knowledge and skills and the conditions of their work. Moreover, the job analysis guide is essential because it is utilized in performing job analysis by asking questions. While job responsibilities are outlined for the employee to recognize their roles, their experience should deliver substantial quality.
TASKS/ RESPONSIBILITIES
What are your tasks and responsibilities in the organization?
· Execute financial examination by scrutinizing, evaluating and interpreting accounting records to formulate financial statements as well as report to the management as required.
· Develop financial reports and statements to managers for assessment and audit findings
· Coordinate with the finance team in guaranteeing the accuracy of financial documents and compliance with relevant laws and regulations when working on assigned accounting tasks.
· Gather and assess data to recognize shortages in controls, identical energies, overindulgence, deception or not aligning with the management policies.
· Formulating tax returns and certifying that taxes are paid appropriately and timely.
· Assessing financial procedures to commend on the best practices, recognize challenges and provide suitable solutions to assist the company in operating effectively.
· Guide minimizing on cost, increasing income and profit intensification and performing future occurrence in the company operations in risk analysis evaluations.
· Describe to the organization concerning the asset use and audit outcomes and endorse variations on procedures and pecuniary events.
What are some of the activities that you are involved in within the organization?
· Assessing information to realize if they are in line with the standards by utilising pertinent knowledge and individuals’ decisions to comprehend if the activities have followed the law and values.
· Communicate with managers and co-workers by giving information through mails, face-to-face or in a written method.
· Recording information by transliterating, entering, recording, loading and keeping data.
· Obtaining information through perceiving, getting from employees and other appropriate sources.
· Working with computers and systems to enter data, use functions to process information.
TOOLS AND EQUIPMENT REQUIRED
Briefly explain the tools and equipment used regularly to perform daily activities?
A quality computer: as an accountant, one should have a working computer because to do the biggest workload. Therefore, having a fast and competent computer with the best processing software can run tax and management software.
Tax software:  the software is essential in the present accounting and auditing field because it saves time and reduces errors. Unlike traditional tax calculation methods, mistakes and unused papers are easy to change as it requires correcting the numbers in the software.
Cloud-based project management software: the software is essential in providing easy and efficient communication when working on the same project with different accountants. Cloud systems make chief accountants avoid asking for status updates and no need to share progress through emails.
Basic accounting equipment: some of the basic tools include a calculator, notepads and pencil. This is essential om noting the inconsistencies.
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED
What knowledge is required in this position?
· Economics and accounting knowledge is essential because one needs to apply its values and practices, such as analyzing and presenting financial information.
· Administration and organization acquittance is also required in the tactical planning, resource distribution and coordination of individuals and resources.
· Knowledge of mathematics is needed, including algebra, statistics and calculus, to be applied in accounting.
· Accountants need to know law and government because they need to ensure all the practices follow the law hence the need to understand court processes, legal codes and government guidelines.
· Know the English language well, including the construction and concept of the language, such as understanding the meaning and spelling of words.
·  Understand ways of providing proper services to the customers such as customer wants evaluation, gratification and attaining the required quality standard.
What are the technical skills required to solve accounting tasks efficiently?
· Can use financial analysis software such as Delphi technology and other office suite applications such as Oracle E-Business.
· Can utilize word processing application efficiently, including google docs and Microsoft word
· Use tax preparation applications such as Thomson GoSystem Tax.
What are the general skills needed in your profession?
· Recognize intricate problems and examine associated information to create and assess alternatives in executing the solutions.
· Listen attentively by providing complete attention to what is said and understand the information presented. Also, one needs to ask questions where applicable to get all the significant points.
· Utilize mathematics concepts in solving problems
· Have critical thinking skills essential in the use of judgment and cognitive in realizing the strengths and limitations of the resolutions, assumptions and methods of solving problems.
What are the general abilities that some needs in this profession?
· Be able to utilize deductive intellectual in handling particular issues to generate suitable solutions.
· Able to select the correct mathematical approaches or methods when solving problems
· Able to communicate efficiently in presenting the ideas and information in ways that one can understand.
· Able to read and comprehend the concepts and information offered in writing
EDUCATION, LICENSURE, OR CERTIFICATION REQUIRED
What is the required education level in your position?
Certified public accountant (CPA) is the required level as one needs to finish all the accounting selections and complete a masters in accounts or finance.
What type of licensing and certification is needed?
Bachelors’ degree certification is needed and computer license.
WORKING CONDITION
Explain your working condition?
It is an office on the fifth floor that is well ventilated and good air conditions. The office is fully equipped and comfortable for an employee to operate on because of the wide working space. Working hours are normal eight hours per day but are longer during the tax season. 
JOB DESCRIPTION
An accountant plays an essential role in the company and other institutions in providing accountability of the resources and finances. This individual needs to be qualified in education and work experience to work on accounting projects. Accountants are responsible for evaluating, examining and interpreting accounting archives to formulate financial statements and provide recommendations, audit, and assess statements developed by other employees. Moreover, basic skills of operating the computer software and utilizing mathematical concepts in solving problems are essential.



