
   

SAVE MART CENTER 

Job Description 

 

DEPARTMENT: Finance 

JOB TITLE:  Accounting Manager 

REPORTS TO: Director of Finance 

SUPERVISES: Accounting Clerks 

FLSA:   Salaried/Exempt 

DATE:  09/16/2022 

 
POSITION SUMMARY 

 

Under general direction of the Director of Finance, oversees the operations in connection with 

financial matters including, but not limited to, financial reporting, accounts receivable and payable, 

payroll, auditing, box office training and supervising department staff. Performs other duties as 

assigned 

 
MAJOR RESPONSIBILITIES 

 

 Compile and maintain data for reports related to financial or budgetary aspects. 

 Compiles, calculates and prepares event settlement in conjunctions with the Director of Finance.  

 Direct personnel involved in accounting activities including maintenance of general ledger, analysis of 

financial data, payroll, accounts receivable and payable and other related activities. 

 Maintain internal audit controls and conduct periodic internal audits as directed by Director of Finance. 

 Reconcile accounts to show statistics such as cash receipts and expenditures, accounts payable and 

receivable, profit and loss statements, and tax reports. 

 Maintain accurate records in accordance with procedures as established. 

 Recommend and evaluate system enhancements and upgrades. 

 Assist in Box Office operations as needed. 

 Process bi-weekly payroll for venue. 

 All other duties as assigned. 

 

KNOWLEDGE, SKILLS & ABILITIES 

 

 Knowledge of principles, practices and terminology of accounting and record keeping. Excellent and 

accurate math skills to calculate such items as discounts, interest, commissions, proportions and 

percentages. 

 Skilled in computer applications such as Windows, Word, Excel and computerized accounting packages, 

(Workday and ABIMM, Sage 50 Accounting a definite plus).   

 Apply principles and techniques of organization, budget, supervision, training, personnel development, 

scheduling, and maintaining financial/statistical records. 

 Maintain a high level of tact and diplomacy, have a professional demeanor, be able to work with a diverse 

population and have a record of good attendance. 

 Maintain effective working relationship with clients, employees, exhibitors, patrons and others 

encountered in the course of employment. Convey strong verbal & interpersonal skills at all times. 



   

 Ability to prioritize work to meet deadlines, exercising judgment, independence and initiative.  

 Work effectively under pressure and produce accurate results. Remain flexible and adjust to situations as 

they occur. Must be able to work independently with minimal supervision.  

 Ability to process by-weekly payroll accurately for all hourly and salary employees. 

 Monitor and control time clock system. Verify hours with manager(s) are correct in time system. 

 Process any adjustments in time system and process manual payroll checks when needed. 

 Complete monthly Union reports including Local Union Dues, Annuity, and Health & Welfare employer 

contributions.  

 Must pass a clean background and credit check.  

 

QUALIFICATIONS AND/OR EXPERIENCE 

 

 Bachelor’s Degree from an accredited university and four (4) years related experience and/or training, or 

an equivalent combination of education and experience. 

 Two years experience in managing time keeping systems as well as payroll processing.  

 

 

TO APPLY:    Please visit our Career Site at: 

  

External Candidates – https://asmglobal.wd1.myworkdayjobs.com/careers/job/Fresno-CA/Accounting-

Manager_R10013747 

 

 

 

 

ASM Global is an Equal Opportunity/Affirmative Action employer, and encourages  

Women, Minorities, Individuals with Disabilities, and protected Veterans to apply.  

VEVRAA Federal Contractor. 

  

 

NOTE: The essential responsibilities of this position are described under the headings above. They may be 

subject to change at any time due to reasonable accommodations or other reasons.  This document in no way 

states or implies that these are the only duties to be performed by the employee occupying this position. 

https://asmglobal.wd1.myworkdayjobs.com/careers/job/Fresno-CA/Accounting-Manager_R10013747
https://asmglobal.wd1.myworkdayjobs.com/careers/job/Fresno-CA/Accounting-Manager_R10013747


   

 


