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POSITION TITLE:
Senior Accountant

I. JOB SUMMARY
The Senior Accountant is responsible for performing advanced accounting, financial reporting, budgeting, forecasting, analysis, and internal control activities that support timely and accurate financial information for management. This position assists the Controller and Treasurer with month-end and year-end close, audit preparation, regulatory reporting, cost and expense analysis, and special projects. The role also provides accounting guidance, supports department processes, and helps ensure that financial records, reports, and procedures are accurate, compliant, and aligned with the Cooperative’s objectives.
II. POSITION STATUS
Non-Supervisor (No Reports)

REPORTING RELATIONSHIP:
Assistant Controller

SUPERVISES
No

WORKS CLOSELY WITH
Controller, Treasurer, accounting and finance team members, internal departments, external entities, consultants, regulatory agencies, and auditors.
I. KRA (KEY RESPONSIBILITY AREAS)
1. General Accounting and Close Process
a. Prepare, review, and post monthly journal entries and supporting documentation in accordance with established accounting policies and generally accepted accounting principles.
b. Reconcile general ledger accounts, subsidiary ledgers, and assigned balance sheet accounts on a monthly, quarterly, and annual basis.
2. Financial Reporting, Budgeting, and Forecasting
a. Prepare, review, and analyze monthly, quarterly, and annual financial reports, including internal management reports and regulatory reporting requirements.
b. Support the development, maintenance, and analysis of budgets, forecasts, cost-of-service information, revenue projections, and cost and expense profiles.
3. Analysis and Internal Controls
a. Analyze financial activity, trends, variances, and account balances to identify issues, explain results, and support management decision-making.
b. Review transactions for accuracy, completeness, proper authorization, and compliance with policies and procedures.
i. Work closely with Payroll and Accounts Payable Specialist to help resolve any accounts payable issues.
4. Audit, Tax, and Regulatory Support
a. Prepare audit schedules, supporting documentation, reconciliations, and requested information for external auditors, internal reviews, and management reporting.
i. Including subsidiary ledger and activity codes.
b. Assist with regulatory, tax, RUS, state, and other required reports, filings, and supporting schedules as assigned.
5. Accounting Operations and Project Support
a. Provide accounting support for accounts payable, expense reporting, capital projects, special projects, foundation accounting, Members 1st accounting, and other assigned accounting functions.
b. Partner with internal departments to review financial impacts of projects, programs, leases, capital activity, and other business initiatives.
i. Assist in the preparation and analysis of short-term and long-term financial forecasts.
c. Cost-of-Service Support - Develop and maintain model for tracking direct assignments of electric plant for cost-of-service purposes.
d. Responsible for developing and maintaining model for revenue and cost of power budgets and forecasting.
6. Financial Reporting - Prepare the following internal reports for use by the Executive Staff:
a. Monthly & Annual RUS Form 7.
b. Periodic budget variance reports as needed.
c. Other monthly, quarterly, and annual financial reports as needed which may require statistical and financial analysis of the information presented.
d. Prepare and publish the quarterly Financial Buzz
e. Prepare financial reports and presentations as directed.
7. Leadership, Process Improvement, and Department Support
a. Serve as a resource to accounting staff by answering questions, providing guidance, reviewing work as assigned, and supporting consistent accounting practices.
8. Identify opportunities to improve accounting processes, reporting, documentation, and use of accounting systems.
a. Balance outstanding consumer loans and prepare loan adjustments as needed.
b. Process line share payments and loan reductions.
c. Calculate and/or review monthly sales and revenue postings in general ledger.
d. Responsible for Foundation accounting including invoice processing, monthly journal entries, and assist as backup for financial statement preparation
e. Primary support for Member’s 1st accounting, backup power bill verification and processing.
f. Prepare Montana Wholesales Energy Transaction Tax report on a quarterly basis and file with tax payment.
g. Prepare monthly sales tax report and submit for payment.
h. Maintain franchise tax liability records and pay according to the individual agreements. Keep current on all franchise agreements.
i. Assist in keeping all subsidiary schedules on a current basis and verify the closing and balancing of appropriate general ledger accounts annually.
j. Maintain accounting files and records. Ensure compliance with RUS record retention policies. This maintenance may be inclusive of microfilming, electronic storage or other method of data storage. File and properly dispose of information as needed.
k. Maintain up-to-date knowledge of software and integration systems and any changes. This will include researching and discussing the impact of any changes with the staff members that have the expertise to understand the impacts prior to implementation. This will also include communicating any changes to the department.
II. MARGINAL DUTIES AND RESPONSIBILITIES
1. Rates & Regulatory Analysis & Support
a. Assist with rate studies and rate cases before the Wyoming Public Service Commission.
i. Cost of service and rate analysis.
ii. Work with management and rate consultant to develop an appropriate rate structure.
iii. Assist in preparing the presentation of study’s finding to executive staff and/or Board of Directors as requested.
b. Assist in the preparation of formal rate filings with the Wyoming Public Service Commission.
c. Assist with the drafting and review of applications and documents in support of filings before the Wyoming Public Service Commission as necessary.
2. Review Support - Summarize, classify and record financial transactions, (JE), and events as required in accordance with generally accepted accounting principles.
3. Prepare annual audit schedules as required.
4. Operating Budget - Assist in the coordination, development and preparation of annual operating budgets for the Cooperative.
5. General Accounting
a. Controller Support - Provide backup support to the Controller and Assistant Controller positions to ensure coverage of duties during personnel absences or fluctuations in workload.
i. Provide backup support to the Plant Accountant and Accounts Payable to ensure coverage of duties during personnel absences or fluctuations in workload. This will include, but is not limited to:
1. Complete work order transactions and month end procedures.
2. Complete Material Inventory transactions and month end procedures.
3. Process Accounts payable invoices from alliance partner.
4. Review and post Accounts Payable invoices for payment.
ii. Annual Report - Assist Controller with preparation of monthly and annual reports. This will consist of preparing schedules, completing and checking forms for accuracy.
iii. Annual Audit - Assist Controller with annual CPA audit. This will consist of preparing schedules, providing test samples as requested, and ensuring the accuracy of reports provided to the auditors.
iv. Special Projects - Assist with various departmental projects as assigned.
v. General Support - Provide ongoing support to accounting and treasury department positions as needed, as dictated by workload, absences or other circumstances.
6. Financial Reporting
a. Assist in the preparations of the following reports for regulatory agencies as needed.
i. RUS Annual Form 7.
ii. Internal Revenue Service Form 990.
iii. Wyoming Public Service Commission Annual Report.
iv. Wyoming Department of Revenue Annual Gross Intrastate Revenue Report.
v. Coordinate the completion of the annual property tax reports to Wyoming and Montana and other reporting information required by regulatory agencies.
vi. Prepare annual Wyoming and Montana Corporation reports and file with the state.
vii. Review property tax appraisal for errors in fact. Maintain property tax records and make semi-annual property tax payments.
7. Provide backup support to Treasurer for capital credit analysis, allocations, and retirements as needed or requested by management.
8. Provide backup support to Treasurer for Objective Credit Screening (OCS) to determine the appropriate amount of deposit required for each member.
9. Administrative and Other Duties
a. Maintain accurate records, protect confidential information, meet deadlines, communicate effectively with supervisors and team members, and perform other job-related duties as assigned by management.
b. Enter time worked in each bi-weekly pay period in the time entry program for approval by supervisor.
c. Participate in education activities, workshops and other programs to improve technical skills and abilities as directed by management.
d. Keep immediate supervisor well informed and seek advice and counsel on special problems with which assistance is needed or that may require attention.
e. Perform any other duties or activities that may be assigned or directed by management.
f. Keep current on all policies, procedures, rates, rules, and regulations of the Cooperative. Recommend any changes that will improve the Cooperative’s ability to better serve the membership.
g. Maintain a cooperative attitude and assist fellow employees in any work capable of or called upon to perform, which tends to expedite the business of the Corporation.
h. Must maintain confidentiality as necessary.


III. KNOWLEDGE, ABILITIES, AND SKILLS
1. Strong knowledge of accounting principles, general ledger accounting, reconciliations, financial reporting, budgeting, forecasting, and internal controls.
2. Ability to analyze financial information, identify variances or discrepancies, research issues, and communicate conclusions clearly.
3. Advanced proficiency with Microsoft Office applications, especially Excel, and the ability to learn and use accounting, reporting, database, and enterprise software systems.
a. Previous experience with database reporting is desired.
4. Skill in performing above duties with the use of appropriate computer and general office equipment including the use of a ten key calculator.
IV. MINIMUM REQUIRED EDUCATION AND EXPERIENCE
1. Bachelor’s degree in Accounting, Finance, Business Administration, or a related field required. Equivalent directly related experience may be considered where appropriate.
2. Minimum of three to five plus (3–5+) years of progressively responsible accounting experience, including general ledger, reconciliations, financial reporting, budgeting, forecasting, audit support, and financial analysis.
3. Cooperative, electric utility, RUS accounting, regulatory reporting, or public accounting experience preferred.

V. LICENSES REQUIREDValid Driver's License

VI. OTHER PROFESSIONAL LICENSES/CERTIFICATES NEEDED
1. Preferred:
Certified Public Accountant (CPA) license or active progress toward certification.
VII. OTHER REQUIREMENTS
1. Preferred:
a. Two to three (2-3) years of supervisory or management experience.
b. Three (3) or more years of experience in the electric utility industry (or cooperatives)
c. Demonstrated experience with RUS accounting standards, the RUS Uniform System of Accounts, and cooperative accounting practices.
d. Familiarity with cooperative-specific accounting, governance, member equity, patronage capital, and customer information systems
VIII. WORKING CONDITIONS
II. Usual office conditions with ability to exert up to ten (10) pounds on a regular basis, as well as performing such activities as fingering, grasping, lifting, reaching, crouching, and repetitive tasks.
III. Work is generally indoors and includes standing, walking, and sitting are normal to carrying out duties as well as the operation of PC, calculator, and other normal office machines.
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IX. REQUIRED SIGNATURES
This job description is intended to describe the general nature and level of work being performed by the person assigned to this position. Principal duties and responsibilities are intended to describe those functions that are essential to the performance of the job. Employees holding this position will be required to perform any other job-related duty as requested by management. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.

Reviewed by Employee:

Signature:	Date:

Approved by Supervisor:

Signature:	Date:

Approved by Department Head:

Signature:	Date:

Approved by Chief Executive Officer:

Signature:	Date:
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