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Hotels & Resorts - Accounting Clerk
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: Director of Finance
Location: [INSERT LOCATION HERE]
1. Position Summary
The Accounting Clerk does the hotel's daily accounting work. You'll audit yesterday's revenue, enter and pay vendor invoices, bill and collect direct-bill and group accounts, reconcile card and cash deposits, and answer billing questions from guests and vendors. The Director of Finance reviews and approves; you do the daily work that lets month-end close on time.
2. Essential Duties and Responsibilities
1. Complete the daily income audit: check room rates, taxes, outlet sales, voids and comps against the night audit.
1. Enter vendor invoices, match them to purchase orders and receiving, and prepare check and ACH runs.
1. Bill direct-bill guests and groups from the city ledger after checkout, and send statements on schedule.
1. Call or email past-due accounts and log every contact.
1. Reconcile credit card settlements and cash deposits with the bank.
1. Answer credit card disputes with folios, signatures and registration cards before the deadline.
1. Process approved guest refunds and adjustments.
3. Key Tasks / Daily Activities
1. Pick up the night audit package and front desk drop envelopes, and count drops with a witness.
1. Post deposits and record cash overages and shortages by employee.
1. Enter the day's invoices and answer vendor questions.
1. Keep folios, invoices and backup filed for the month-end close.
4. Key Performance Indicators (KPIs)
1. Daily income audit completed on time: [your target].
1. Invoices paid by the due date: [your target].
1. Past-due city ledger balances: [your target].
1. Credit card disputes won: [your target].
1. Bank reconciliations completed on time: [your target].
5. Required Qualifications and Skills
1. [1+] year of accounting, bookkeeping or accounts payable experience.
1. Works carefully with numbers and catches errors before they post.
1. Comfortable in Excel: sorting, filtering, lookups and simple formulas.
1. Associate degree or coursework in accounting, or equivalent experience.
1. Keeps card data and payroll information confidential.
6. Preferred Experience
1. Hotel accounting experience, including income audit or city ledger.
1. Experience with [your accounting system] and [your property management system].
1. Familiar with hotel reporting under USALI.
7. Physical Requirements
1. Sit at a computer for most of the day.
1. Carry files and deposit bags to the safe or bank.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Weekday day schedule, [8 a.m. to 4:30 p.m.].
1. Back office on property, near the cash room and safe.
1. Busier at month-end, after large groups check out and at year-end.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new accounting clerk gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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