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	Department
	 Accounting

	Job Title
	 Accounting Associate
	FLSA Status
	 Exempt

	Role
	 N/A

	Sub Role (If any)
	 N/A

	Reports To
	 Chief Administrative Officer



1. Role Purpose:
(Provide a summary of the primary purpose of this role)
	· Support the Accounting Department with day-to-day financial operations including accounts payable, accounts receivable, reconciliations, and expense tracking in compliance with company policies and regulatory requirements.
· Ensure accuracy and integrity of accounting data through timely recording, verification, and reconciliation of transactions.
· Assist in month-end close, financial reporting, and internal control documentation to support audits and management decision-making.
· Collaborate cross-functionally with Procurement and Customer Service to maintain seamless financial workflows supporting a pharmaceutical manufacturing environment.



2. Key Duties & Responsibilities:
(Briefly describe the essential activities that are performed by this role including key duties/responsibilities. Each statement should start with a verb. Additionally, indicate how frequently it is performed)
	· Process vendor invoices, employee reimbursements, and payment requests ensuring appropriate approvals, GL coding, and compliance with company financial policies.
· Prepare, review, and reconcile daily and monthly accounting entries including journal entries, bank reconciliations, and general ledger postings.
· Maintain accurate records of accounts payable, accounts receivable, credit memos, and customer return transactions; monitor open balances and follow up on outstanding items.
· Assist in preparation of month-end and year-end close activities, including accruals, balance sheet reconciliations, and variance analysis.
· Support external CPA and financial consultants by gathering documentation, preparing schedules, and responding to audit inquiries.
· Collaborate with Procurement and Customer Service to validate purchase orders, return debit memos, and credit issuance for customer returns and adjustments.
· Track and update financial data using Excel and ERP systems; ensure completeness and accuracy of supporting documentation.
· Generate and maintain internal reports summarizing financial metrics, vendor status, and expense trends for management review.
· Safeguard confidential financial and company information, ensuring adherence to data protection and company policies.
· Perform additional accounting, administrative, or analytical duties as assigned to support departmental goals and organizational initiatives.




3.Typical Supervisory Responsibility:
(Identify any responsibilities the role has for supervising others)
	N/A



4. Education & Experience:
(Describe the education required for this role, including specifications, if any.  If equivalent experience or knowledge can be substituted for the educational requirements, A combination of Education and experience shall be considered.)

	Education Requirement
	Specialization (If any)

	· Associate’s degree in Accounting required.
· Bachelor’s degree in Accounting, Finance, or a closely related discipline strongly preferred.
· Equivalent combination of education and relevant work experience may be considered.
	



	Experience Requirement


(Describe the experience required for this role. Identify the type of experience, number of years, and any additional comments on the experience and education requirements for the role.  Also, include any geography specific requirement that differs from experience.)
	· 2–7 years of progressively responsible accounting experience, preferably within a pharmaceutical, manufacturing, or regulated industry environment.
· Strong understanding of accounting principles (GAAP) and internal control practices.
· Experience with ERP systems and advanced Excel (VLOOKUP, pivot tables, reconciliation templates) required.
· Exposure to month-end close, account reconciliations, and vendor/customer financial coordination preferred.


	Number of Years 
(Minimum to Maximum)
	2-7




Technical competencies/ Certifications/ Licenses:

(Briefly describe the required competencies such as skill, ability, and knowledge an individual must possess to perform the role. Also, identify any certification or licenses required to perform the role.)
	Technical competencies
	· Strong proficiency in Microsoft Excel, Word, and Outlook; ability to manage large data sets accurately.
· Familiarity with ERP or accounting systems (such as SAP, QuickBooks, NetSuite, or equivalent).
· Excellent analytical, organizational, and problem-solving skills with keen attention to detail.
· Ability to work independently and manage multiple priorities in a deadline-driven environment.
· Effective written and verbal communication skills to interface with internal teams, vendors, and auditors.
· Working knowledge of cGMP documentation practices and data integrity principles (ALCOA+) preferred.
· 

	Certifications
	· Certifications such as Certified Management Accountant (CMA), Certified Bookkeeper (CB), or Microsoft Excel Expert (MOS) are considered advantageous but not required.

	Licenses
	N/A

	Other
	N/A




5.Physical demand and Work environment:
(Provide details regarding the physical demands and work environment that are essential to the role)
a. Physical demands:
	· Sit for extended periods while using a computer and performing clerical or data entry tasks.
· Occasionally lift or move up to 20 pounds of files, binders, or materials.
· Perform standard office activities including walking, standing, reaching, and handling documents and office tools.
· Maintain visual acuity for reviewing detailed spreadsheets and financial data.


.
b. Work environment:
	This position functions in a professional office environment located within a regulated pharmaceutical manufacturing facility. It routinely uses standard office equipment such as computers, printers, and scanners and requires close collaboration with other administrative and operations departments. The role demands a high level of confidentiality, accuracy, and professionalism in handling sensitive financial information.



6.Compliance:
	· Comply with all Company codes, policies, and procedures concerning ethics, quality, and compliance, including compliance with applicable laws, rules and regulations, including the Food, Drug and Cosmetic Act and all associated regulations.
· Timely and satisfactory completion of all required training, including training related to ethics, compliance, quality, and position-specific requirements.
· Understand the compliance responsibilities of your role.
· Commit to the Company’s culture of ethics and compliance. 
· Report all known or potential violations of Company codes, policies, and procedures, or of applicable laws, rules and regulations, to the Company as contemplated by the Company’s policies and procedures, including SOP-0015 (Escalation to Management on Critical Matters Pertaining to Quality and Regulatory Compliance), or through the Company’s FaceUp portal, available by telephone or online (details below). 


Compliance Hotline # (205) 354-2405
www.faceup.com
Download Faceup App using the
Passcode # KVKxxxx1842
Or scan QR Code below
[image: ]
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