
 
 
JOB TITLE:  Staff Accountant 
 
COMPANY NAME: Empire Telephone Corporation 
 
DEPARTMENT:  Accounting   
 
WORK LOCATION: Prattsburgh, NY 
 
REPORTS TO:  CFO  
 
EXTERNAL RELATIONSHIPS:   
 
Contractors, Vendors, Regulators 
 
JOB SUMMARY:  
 
The primary purpose of this position is to perform all types of accounting related functions, such as 
preparing budgets, analyzing financials, preparing journal entries, maintain accurate records and 
assisting with special projects.  The candidate must also be motivated to work independently, yet 
collaboratively in a diverse team environment. 

 
PRIMARY DUTIES & RESPONSIBILITIES: 

 
1. Assist with the creation, updating and maintaining of annual financial budgets and forecasts.  

 
2. Analysis monthly actual to budget variances and prepare report detailing significant variances for 

department managers.  
 

3. Preparing and posting pertinent information and charges to work orders. 
 

4. Maintaining of accurate inventory accounting records.  
 

5. Compiles and analyzes financial information to prepare entries to accounts, such as general ledger 
accounts, documenting business transactions according to established accounting policies, 
procedures and classifications. 

 
6. Distributes expenditures, encumbrances, receipts, and receivables according to schedules. 

 
7. Monitors compliance with generally accepted accounting principles and company procedures. 

 
8. Reviews, investigates, and corrects errors and inconsistencies in financial entries, documents, and 

reports. 
 

9. Other duties may be assigned. 



 
REQUIRED EDUCATION: 
 
Associate/Bachelors Degree in Accounting, Finance or Business and/or equivalent combination of 
education and experience. 
 
REQUIRED EXPERIENCE 
 
One or more years of related experience.  Understanding of telecommunications accounting a plus.  
 
REQUIRED SKILLS: 
 

 Exceptional working knowledge of accounting principles and general business operations. 
 

 Proficiency with MS Excel, MS Word, MS Access, MS Powerpoint and knowledge of MS 
Dynamics SL accounting software a plus. 
 

 Skill in problem solving, locating and correction of discrepancies in data, prioritizing and 
completing multiple projects 
 

 Ability to prepare and present financial information in a professional manner. 
 

 Good verbal, listening and written communication skills. 
 

 Ability to function as a team player. 
 

 Ability to maintain strict confidentiality with Company information. 
 

 Ability to demonstrate dependability through good attendance and adherence to timelines and 
schedules. 

 
OUR BENFITS: 
 

 401K 
 Medical, Dental, Vision and Life Insurance 
 Paid Vacation, Holidays and Leave Programs 
 Flexible Spending Accounts 
 Tuition Reimbursement 
 Volunteer Opportunities 

 
Contact: 
hr@etcnpt.com 
 
Empire Telephone Corporation is an equal opportunity employer. 
 


