BIG HORN COUNTY ELECTRIC COOPERATIVE, INC
ACCOUNTANT/BENEFITS ADMINISTRATOR

JOB DESCRIPTION

FINANCIAL & TAX ACCOUNTING

Coordinate yearly audit and gather required information


Maintain Continuous Property Records (CPR’s)


Trial Balance RUS Form 7


Coordinate Accounts Payable with Cash Flows


Patronage accounts for capital credits

Coordinate accounts payable


Journal Entries


General Ledger Subsidiaries

Prepare property taxes for Montana and Wyoming


Prepare quarterly payroll taxes


Prepare annual reconciliations for quarterly payroll reports


Make federal payroll deposits electronically


Prepare and submit W-2s and 1099s at year end


Gather information for IRS 5500-C for NRECA


Prepare IRS 990 Form


Prepare various federal reports for submission

Payroll
WORK ORDER ACCOUNTING & INVENTORY ACCOUNTING

Assign and prepare Work Orders


Account and verify work order materials


Close and inventory Work Orders


Special Equipment Reports


Maintain transformer and meter logs
BENEFITS ADMINISTRATOR

Oversee human resource department

Maintain employee benefits and enrollment; annual enrollment and qualifying events

Maintain employee files


Monitor employee loans, retirement, and medical premiums


Prepare Adoption Agreements for benefits with NRECA


Maintain and prepare yearly reports for OSHA

Provide employees with changes to summary plan descriptions


Provide W-2 reporting requirements to NRECA


Maintain accounting records for end of year reports and W-2 reporting

Prepare payroll reports to agencies and Labor Committee


Assist employees with needs, communication, concerns and personnel issues

Wellness Coordinator

ENVIRONMENT:  Inside office desk position with majority of work performed by computer and calculator.  Heavy lifting (no more than 20 pounds) may be involved.  Communication skills and ability to read financial statements is a must.  Reports to Office Manager and General Manager.

