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North American Interconnect

Job Description
Job Title: AR Analyst 
Department: Finance
Location: Troy, MI
Reports To: AR Manager
FLSA Status: Exempt 
Summary:  The purpose of the Accounts Receivable Analyst role is to ensure the accuracy and efficiency of all aspects of Accounts Receivable to mitigate risk in the Order-To-Cash cycle. 
Duties and Responsibilities include the following.  Other duties may be assigned.  

1. Collection of past due Receivables*
2. Process incoming customer payments in compliance with financial policies and procedures*

3. Monitor departmental mailbox to respond to customer requests for invoice copies, etc. *
4. Perform day-to-day financial transactions, including verifying, classifying, computing, posting and recording accounts receivables’ data*
5. Prepare/post invoices daily*
6. Reconcile the accounts receivable ledger to ensure that all payments are accounted for and properly posted.*
7. Resolve customer billing/payment issues*
8. Report status of past due AR for assigned portfolio of customers*
Supervisory Responsibilities: 
None. This role does not supervise employees. 
Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Language Ability:
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.
Math Ability:
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry. 

Reasoning Ability: 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.
Education/Experience:
Proven working experience in Accounts Receivable 

BS degree in Finance, Accounting or Business Administration (optional)
Computer Skills: 
To perform this job successfully, an individual should have knowledge of Microsoft Word, Microsoft Excel, Microsoft Office Suite, Paychex Flex, and common interest browsers.
Certificates and Licenses:

· ...
Equipment:

· Standard office equipment
Knowledge, Skills, and Other Abilities:
· Solid understanding of basic accounting principles, fair credit practices and collection regulations

· Proven ability to calculate, post and manage accounting figures and financial records

· Hands-on experience in operating spreadsheets and accounting software 

· Proficiency MS Office 

· Customer service orientation and negotiation skills

· High degree of accuracy and attention to detail

· Customer service skills

· Reliability

· Positive attitude

· Honesty

· Organization

· Planning skills

· Professionalism

· Time management

· Ethical

· Great communicator

· Team player and teamwork focus
· High emotional intelligence

· Confidentiality

· Respect of all individuals

· Assertive, not aggressive

· Relationship building

· Awareness of body language and non-verbal’s

· Trusting, but understands the need to verify as well

· Ability to work in a calm and focused demeanor

· Professionalism in actions, speech, and dress.
· Detail-Oriented
Work Environment:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee may be exposed to outdoor weather conditions, toxic or caustic chemicals; risk of electrical shock and vibration.
The noise level in the work environment is usually moderate.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.  While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands; reach with hands and arms and talk or hear.  The employee is frequently required to climb or balance and stoop, kneel, crouch, or crawl.  

*Essential Function


