My Favorite Neighbor LLC
Job Description: Finance Manager / Accountant
The company:
My Favorite Neighbor LLC is the production entity for the critically acclaimed wines of Booker Vineyard; including the Harvey & Harriet and My Favorite Neighbor labels. Established in 2001 in Paso Robles by Eric and Lisa Jensen, the company is embarking on an expansion of its business.
Purpose of Position:

A dynamic self-starter, the Accountant plans, organizes, and controls all accounting, audit, and financial operations for the company, at the instruction of the Chief Financial Officer (“CFO”).  Accountability is exercised through weekly management team meetings to discuss issues, establish workload priorities, and get direction. Some previous experience of the wine industry is preferred but not essential. This role will allow the individual to learn about the financial field within the wine industry and the specific skills required to thrive in that environment. The individual will be a crucial member of the administrative team for the future of the organization.
Accountability:

The Accountant is directly accountable to the CFO.  The Accountant will undergo a yearly performance appraisal.

Duties and Responsibilities:

The duties and responsibilities of the Accountant will include, but not be limited to, the following.
1. Administrative:

1.1 Supervise Account Specialist work (A/P, Payroll, A/R)

1.2 Manage financial transactions and financial planning.  

1.3 Manage disbursement and receipt of all funds for assigned programs.

1.4 Assist in formulating and administering approved general accounting practices for the company.

1.5 Assist in comprehensive budget preparations and cost data; develop clear informative methods and media to present financial data, special projects, and studies of a financial nature.

1.6 Assist in the directing of the financial forecasting, planning, and budget processes.

1.7 Develop and maintain financial and business policies, controls, and reporting procedures.  Ensure that fiscal and business activities comply with Federal and State requirements.

1.8 Manage the reporting of financial information from all operations.

1.9 Assist in administering the benefits package, pension plan and all insurance packages pertaining to the company.
1.10 Assist with wine industry compliance requirements for the company.
2. Financial and Clerical:

2.1 In conjunction with the accounting staff, record and post all financial transactions.

2.2 Prepare data and assist with the annual audit, tax compliance and other ad hoc projects.
2.3 Develop and document systematic procedures for accounting related tasks.

2.4 Handle correspondence and maintain files.

2.5 Prepare financial statements, estimates, summaries, and other financial analyses and management reports.

2.6 Evaluate financial reporting system and accounting procedures and make recommendations for changes, to procedures, operating systems, budgets, and other financial control functions to the C.F.O. 
Qualifications and Skills:
· University degree or college diploma in accounting.
· Strong attention to detail and accuracy.
· Flexible attitude to the workplace environment, with desire to improve on existing financial infrastructure and to help other staff members achieve their goals.
· Strong communication and interpersonal skills.
· Professional, courteous, and positive manner.
· Ability to set priorities and manage multiple task functions simultaneously.
Compensation for this post will be dependent upon experience. 

Applications should be submitted to the Human Resources representative for My Favorite Neighbor LLC.

