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Detroit Canada Tunnel Corporation Job Definition Worksheet – General Ledger Accountant

	Position:


	General Ledger Accountant
	Name:
	 


Responsibility:

Manages the general ledger function and interacts with various finance departments to prepare accurate and timely financial reports and statements.

	Task
	Standards
	Expectations
	Power to Act
	Triggers

	1. Provides financial data for  interim and annual audits

	Monthly schedules for liability and balance sheets accounts end of month

	
	Not being done – no time

2 days a month to do
	na

	
	Must comply with federal, state and provincial government data requirements

	
	
	

	
	Assists with annual/year end audit

· Provides data to auditors

· Prepare all schedules for year end

· Coordinate data from other departments

· Prepare files based balance sheet and income statements
	Establishes by dates with other departments
	3 days annually
	

	
	Respond to auditors’ queries 


	
	1 day
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	 


	Task
	Standards
	Expectations
	Power to Act
	Triggers

	2. Reconciles income statement accounts and verifies accuracy (Analyzes General Ledger)

	Analyzes income-​related accounts for reasonableness
	
	No time – not being done

One day for each company = 3 days
	Everything – see other tasks

	
	Provides financial reports to management

	
	
	

	
	Reconciles balance sheet accounts and verifies accuracy
	      
	
	

	
	Performs monthly reconciliations

	                 
	
	

	
	Run a monthly trial balance


	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Task
	Standards
	Expectations
	Power to Act
	Triggers

	3. Review Accounts Payable first reconciliation report    for correctness 
	Receive all  financial data   by 8th of the month  
	
	Takes one/half day to review 
	AP provides a Distribution Report for each company by the tth 

	
	ref PM Journal Entries


	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Task
	Standards
	Expectations
	Time Required
	Triggers

	4. Create monthly 
financial statements for Manager Accounting to be complied into consolidated monthly financial statements 
	Prepare Windsor Tunnel Corporation 
statement by the 15th working day of the month
	To Manager, Accounting by the 15th 
	5 days after receipt of data
	Windsor Package by 15th 

	
	Detroit Windsor Subway financial statements by the 17th  working day of the month
	To Manager, Accounting by the 18th 
	1 hour
	AP Distribution report by 7th 

	
	DCTC financial statement – (only employee related activity – no fixed assets)  by the 18th working day of the month
	To Manager, Accounting by the 18th 
	Two days
	AR data in General ledger by 10th 

	
	DCTC LLC  financial statements  by the 18th working day
	To Manager, Accounting by the th 
	One day
	Payroll file by 8th  US and Canadian 

	
	
	
	
	Adjusting entries made by Manager, Accounting by 10th 

	
	
	Receivable 
	
	Toll revenue data completed by me by 7th 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	5. Performs monthly financial closings 

	Run an edit report to check software or programming (Platinum) and post – done at closing of the month 
	30th or 31st
	1 ½ days for all three companies

	
	Reconcile cash to bank – monthly bank 
reconciliations as part of trial balance within 15 working days of receipt of bank reports
	
	1 ½ days for all of them

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


no

	Task
	Standards
	Expectations
	Power to Act

	6. Updates exchange rates.


	Go on line, get rate and put on spreadsheet
By weekly  to use for monthly translation
	1st and 15th 
	½ hour

	
	Used for Canadian expense reports, cash reports

	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act
	Triggers

	7. Maintain and update the fixed assets file
	Provides fixed asset depreciation to Ernst & Young for corporate tax reporting any time between 15th  and 18th 
	Done before financial statements
	2 – 3 hours
	For financials

Sale or acquisition data by 15th

	
	Run and reconcile a depreciation report


	
	
	Capital projects completed – Mgr Accounting by 15th 

	
	Run yearly reports after close of year end


	
	
	

	
	Run a year end tax depreciation reports for E&Y and audit (annually)

· AMT

· ACE

· TAX


	
	
	

	
	Input acquisition or disposal
	
	
	

	
	
	
	
	


	Task
	Standards
	Expectations
	Power to Act
	Triggers

	8. Input toll packages for Detroit into system

Related Processes

30-43
	Input into spreadsheets every fourth day

  
	Systems reports = bank slips and enter into spreadsheet and identify discrepancies
	1 ½ hours
	Periodic Monthly Report by 5th  Judy 

	
	Create adjusting Journal Entry  for misregistrations from a bi-monthly report – input bi-monthly
 

· Misregistrations (corrected)

· Other misregistrations (not caught)

· Revenue entry to complete journal entry


	Does Detroit side

Has Accounting clerk do the Windsor

Must be done before Windsor package  and token split due on 7th 
	1 day a month
	

	
	
	
	
	

	
	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	9. Input traffic reports into 3 different spreadsheets
	E-mail monthly 2 sheets to 20 different internal and external people

Monthly reports at end of month

Out by the fifth 
	Part of Windsor Package
	¾ day

	
	One daily report to Neil


	
	5 minutes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act
	Triggers

	10.   Calculate token split
	Input tokens sold into a spreadsheet from Periodic report reports (monthly)

By the 8th  
	Accounting Clerk (WTC)


	 1 hour
	Periodic report from toll system by the 5th 

	
	Reconcile system data reports and actual sales data using token totals from Periodic Report and all journal entries and adjustments and match


	
	2 hours
	“

	
	Take Canadian and US sales and split 50%/50


	
	Automatically from above
	“

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	11. Issue reports
	Canadian Ownership Report (annually) due …..

	
	1 ½ hours

	
	Canadian Business Classification Report (annually)

	
	

	
	Personal property report for City of Detroit annually


	
	

	
	Certificate 

	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	12. Performs other related functions as assigned by supervisor.
	Maintains a safe and healthful environment by complying with policies and procedures and identifying and anticipating concerns and hazards.
	
	

	
	Identifies development opportunities to improve skills and competencies for the job

	
	

	
	Maintains professional and technical knowledge by attending educational workshops and reviewing professional publications
	
	

	
	Review all processes for which this job is prime 
	Identify disconnects and recommends improvements
	

	
	Interfaces effectively with all levels of corporate management, supervisory personnel and staff
	Same
	Full responsibility
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� Need time to do month trial balances – errors crop up monthly


� Not seen as part of job now


� Need to change data required from everybody from 10th to by end of first week of each month


� AR should be reconciled first, but this is not done


� Packages other than Windsor package can be held up because bank reconciliations are not done in time


� Package is made up of payroll Can & US, AP Can & US, AR, AJE’s


� This job will hold up financial statements – extra job that takes time


� Needs to be reviewed for data required and by whom


� Also need data from AR ? – look into pulling up from system


� Review for how and whom
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