
 
 

 

 Accounting Services Representative I/II 
 
Overview of Job Family 

Our accounting and finance team works “hard AND smart” behind the scenes each and every day to perform 

a full range of professional accounting, financial reporting and financial analyses responsibilities in order 

for our Company to maintain accurate and timely financial and accounting records for our multiple 

Companies, to report accurate, complete and timely financial information to a wide and diverse number of 

regulators, auditors, carriers, investors and other partners, to receive and distribute Company monies 

accurately, efficiently and within designated timeframes and Company policies and procedures and to 

analyze, forecast and report related findings regarding the over-all financial health of our Company to 

executive leadership for effective decision-making.  This team serves a critical role for us to ensure all of 

our i’s are dotted and t’s are crossed in the ongoing maintenance of a wide scope of routine to highly 

complex and detailed accounting and financial records and reports for executive leadership, our investors 

and other partners, our auditors, our carriers and a plethora of regulating entities. 

Our Accounting Services Representatives I/II are the first two tiers of our Accounting job family and are 

included in a progressive job series, which means that an Accounting Services Representative I is able to 

learn and consequently earn advancement on his/her team to Accounting Services Representative II.  We 

provide clear criteria that defines what represents demonstrated mastery at both levels. Once an incumbent 

has mastered the Accounting Services Representative I responsibilities required in the progressive job 

series, he/she, with his/her assigned team leader’s and senior leader’s active input and agreement, is 

eligible to advance to level II, increasing his/her responsibility, level of authority and pay level as a result.   

Upon mastery of the set criteria for an Accounting Representative II, An Accounting Services 

Representative II is then eligible to learn and earn the position of Accounting Services Specialist or, with 

proper education-level and experience, move to the Staff Accountant track in our Accounting job family as 

a Staff Accountant I, with the active input and agreement of his/her team leader and senior leader.   

The highest tier of our Accounting Services Job Progression is our Accounting Services Specialist.   This 

position require incumbents who are exceedingly well-versed in – and passionate about – the Company’s 

over-all accounting services operations and, additionally, requires incumbents with a remarkable 

understanding of, deep appreciation and respect for and ability to flourish in the Company’s unique culture 

and work environment.  Our Accounting Services Specialist serves a vital role in our Company’s success 

by carrying out his/her assigned day-to-day accounting services duties as a “working” team member, while 

also continually demonstrating exceptional technical knowledge about his/her “niche” accounting services 

areas of expertise.  He/she serves as the “go to” for the Company in those “niche” areas and can also be 

open, flexible, willing and adroitly able to shift from one function to another to provide outstanding back-up 

support to others on the accounting team. Our Accounting Services Specialist is expected to train team 

members on a recurring basis by teaching new hires how to do things “our way” (aka, the right way the first 

time), teach current team members about new information and/or tasks related to the Specialist’s area of 

expertise and/or educate multiple team members on a large-scale, even Company-wide, basis about an 

accounting services discipline in which the incumbent demonstrates proven skill and knowledge. Finally, 

our Accounting Services Specialist may actively contribute to or spearhead a myriad of special projects 

producing important results and positive impact for the Company. 

 



 
 

Job Summary 

Our Accounting Services Representatives I/II may be focused in the accounts payable, accounts receivable, 

or general accounting areas, including bank and other reconciliations, and always adhere to proper financial 

controls and safeguards in carrying out their daily duties. 

Job Responsibilities 

In the spirit of our Company’s mission, values and culture, the duties listed below serve as illustrations of 

the various types of work that may be performed by our Accounting Services Representatives I/II. We 

also expect our Accounting Services Representatives I/II to carry out other responsibilities that are similar, 

related or a logical assignment to this job class. 

For All: 

Efficiently and effectively utilizes Company’s information systems, software programs and assigned 

business-related websites to accurately, efficiently and securely carry out all designated responsibilities.  

Positively represents the Accounting and Finance Team in all communications, including telephone, face-

to-face and email interactions, and provides accurate information and professional responses to internal 

and external customers, vendors, auditors, and all other external business contacts, as directed. 

Actively contributes as a member of the Cabrillo Coastal Team by providing assistance and support to other 

teams/team members on a Companywide basis; provides backup support to other staff in the accounting 

department, including accounts payable, accounts receivable, and staff accountants  

Participates in, assists with and/or carries out responsibilities for “special” Company projects, as directed. 

Dynamically enhances Company's success by taking advantage of learning and development opportunities 

and personally integrating positive actions to improve individual performance. 

For those with General Accounting Responsibilities: 

Performs a variety of routine to moderately difficult accounting and administrative responsibilities in support 

of the accounting team’s daily operations, including but not limited to: reconciles daily and monthly bank 

statements and credit card accounts; prepares standard monthly journal entries; prepares monthly 

settlement reports for client partners; create ad-hoc reports where needed; prepares invoices for 

processing, performs related sorting and scanning as needed, and places checks in envelopes and mails. 

For those with Accounts Receivable (aka Premium Accounting) Responsibilities: 

Efficiently, effectively and correctly receives, reviews, accepts and applies policyholders’ premium 

payments within designated service standards/time frames; opens and sorts incoming mail payments; 

successfully operates the cash machine to process payments; accurately applies payments to correct 

policyholders’ accounts; reconciles and records on-line credit card and EFT payments to ensure proper 

application to policyholder accounts; images and archives checks; accurately records, applies and deposits 

monies to multiple carriers’ bank accounts within designated time frames; upload ACH and Positive Pay 

files to correct bank/account as necessary; reviews system error reports and corrects payments; performs 

self-monitoring while completing these activities, identifies actual and/or potential errors/mistakes/issues 

and rectifies or averts, as applicable; generates related production reports. 

For those with Accounts Payable Responsibilities: 

Performs accounts payable activities, including the processing of timely and accurate payment of invoices 

and bills; processes petty cash requests and employee expense reports; assists in ensuring tax compliance, 

including surplus and payroll, secures proper approval for the disbursement of funds. 



 
 

 

Skills and Expertise 

Qualities: Financially-Oriented; Quality-Oriented; Service Oriented; Detail-Oriented; Self-Starter; Team 

Player; Multi-Tasker; Adaptability; Flexibility; Strong Work Ethic; Positive “Can Do” Attitude; Collaborator; 

Ability to maintain composure and professionalism in fast-paced and sometimes stressful environment. 

Strong skill sets in the following areas: Time management/working under tight deadlines; reviewing 

financial information; organization; problem analyses/solving; active listening; interpersonal 

communication.  

Strong knowledge of: Depending on level of responsibility (I or II), basic to intermediate technical 

accounting/bookkeeping terminology and processes; telephone and email business etiquette rules; desktop 

computer operations; Microsoft Excel and other standard business software and web-based engine 

operations (e.g., Microsoft Word, Microsoft Outlook and Internet Explorer). 

Licenses, Certification, Education and/or Experience 

Licenses/Certification:  N/A 

Education & Experience:  For Accounting Representative I:   Currently enrolled in a 2-year or 4-year 

program for accounting or similar experience/education level.  For Accounting Representative II:  A 

bachelor’s degree in accounting or a bachelor’s degree in another field with 1 year experience performing 

accounting support functions. 

The Details 

In most cases, Full-Time. May be Part-Time based on business needs.  Schedules may vary and may 

include occasional weekend hours to ensure Company’s business needs are met. 

Pay: Commensurate with Experience 

Must be authorized to work in the US and employer will not sponsor applicants for work visas. 

 


