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North Dakota Telephone Company 

Accounting Manager 

                

Department: Accounting  

FLSA Status: Exempt  

Job Status: Full Time 

Reports To: Chief Financial Officer (CFO) 
 

POSITION SUMMARY 
Manages the activity, systems, and daily operations of the Accounting Department and supervises the Accounting Department 

personnel to ensure the Company’s financial records reflect complete and accurate financial information.  Responsible for the 

preparation, care, and maintenance of the accounting records and financial statements of TPC, NDTC, and NDLD in 

compliance with laws and regulations. 
 

ESSENTIAL FUNCTIONS   
   Reasonable Accommodations Statement 
   To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable  

   accommodations may be made to enable qualified individuals with disabilities to perform the essential functions. 
                
   Essential Duties and Responsibilities 

 Responsible for supervising the daily operation of the Accounting Department personnel. 

 Schedules and assigns duties within the department on a daily basis as necessary in order to maintain daily operation of 

the Accounting Department. 

 Advises and counsels with the Accounting Department personnel on special items and keeps them informed of changed 

in procedures, policies, etc. 

 Performs employee evaluations as per company policy. 

 Recommends to the CFO necessary changes in procedures to accommodate changes in the telecommunications 

industry as a result of changes in regulation or internal company operations. 

 Recommends practices and procedures for internal controls to keep the duties of authorization, recording and custody 

of assets segregated. 

 Listed as signatory for all accounts payable and payroll checks associated with NDTC, TPC, and NDLD. 

 Coordinated information necessary for the Accounting Department between engineering, customer service department, 

and operations as well as the operating officers TPC and NDLD. 

 Communicates, coordinates, and recommends procedures and activities with other departments to ensure necessary 

information is communicated and received. 

 Prepares journal entries, reviews all entries not made personally for appropriateness prior to posting. 

 Reviews accounts payable and payroll activities to determine accurate and proper accounting as well as maintain and 

compare all subsidiary ledger and general ledger control accounts to determine accuracy and agreement. 

 Prepares monthly bank statement reconciliations and related documents. 

 Monitors cash position of the companies as necessary to determine the availability of funds for expenditure. 

 Prepares consolidated financial statements on a monthly basis in accordance with regulated utility accounting rules and 

generally accepted accounting principles. 

 Prepares information necessary for the annual audit and cost study. 

 Reviews financial statements to determine reasonableness and investigates differences for determination of errors. 

 Maintains subsidiary records, files, and correspondence with the ND Public Service Commissions, NECA, FCC, USAC 

and other agencies as required. 

 Assists the CFO as requested in providing financial information, preparing the annual budgets, forecasts, and special 

projects, and in determining long-term objectives of the Accounting Department. 

 Determines compliance and establishes proper account procedures as it relates to the FCC Uniform System of accounts 

for telephone companies. 

 Is knowledgeable in Carrier access billing and jurisdictional tariffs. 

 Monitors accurate reporting of revenues as applicable to the NECA revenue reporting requirements. 

 Recommends changes in company policies related to the Accounting Department procedures as necessary. 

 Attends Staff Meetings to gain knowledge of operations affecting the Accounting Department. 

 Performs all other related duties as required or requested.  
  * These tasks do not meet the Americans With Disabilities Act definition of essential job functions and are usually less than 5%             

                of time  spent.  However, these tasks still constitute important performance aspects of the job.   
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SUPERVISORY RESPONSIBILITIES  
Directly supervises Accountants.  Carries out supervisory responsibilities in accordance with the organization’s policies and 

applicable laws.  Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work, 

appraising performance, rewarding and disciplining employees, addressing complaints and resolving problems.  
 

POSITION 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, skills, and/or abilities required to perform this job successfully.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 Knowledge of telco accounting practices, accounting department policies and procedures. 

 Knowledge of state and federal financial reporting laws and regulations. 

 Knowledge of auditing, cash management and budgeting. 

 Knowledge of general management principles and practices. 

 Knowledge of company policies and procedures. 

 Knowledge of company products and services. 

 Skill in reading and interpreting statistical and financial data. 

 Skill in problem and resolution. 

 Skill in operating a personal computer, MS Office with proficient skills in MS Excel, and other software applications 

pertaining to job function. 

 Skill in operating copier, fax, telephone systems, and other various office equipment. 

 Strong presentation, verbal, written, and listening skills. 

 Demonstrates dependability through good attendance and adherence to timelines and schedules. 

 Ability to organize and prioritize multiple work assignments. 

 Ability to communicate with customers, employees and various business contacts in a professional and courteous 

manner. 

 Ability to effectively lead, coach and motivate employees to meet or exceed overall goals and objectives. 

 Ability to create a team environment, foster a positive atmosphere and sustain employee morale. 

 Ability to maintain strict confidentiality guidelines in accordance with company policy. 

 Ability to travel overnight as the job requires. 
 

EDUCATION and/or EXPERIENCE  
Bachelor’s degree in accounting or related field plus four to five years of accounting experience in a regulated industry. 
 

CERTIFICATES, LICENSES, REGISTRATIONS   
Valid Drivers License and maintaining insurability under the Company’s insurance plan is required. 
 

PHYSICAL DEMANDS / WORK ENVIRONMENT   
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. 
 

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel; talk; hear; see; 

and sit (or stand).  The employee frequently is required to walk and occasionally required to reach with hands and arms; and 

stoop, kneel, crouch, or crawl.  The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or 

move up to 25 pounds.  Specific vision abilities required by this job include close vision. 
 

The noise level in the work environment is usually quiet.  Lighting and temperature are adequate.  Eye strain may be a factor 

with considerable work on a computer.  
 

Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be 

construed as an exhaustive list of responsibilities, duties and skills required of personnel in this classification.  Furthermore, they do not establish a 

contract for employment and are subject to change at the discretion of the employer. 


