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Job Posting: Accounting Assistant
Send resumes directly to: hr.lgp@laguardiab.com

[bookmark: _GoBack]Job Summary 
The Accounting Assistant reports to and supports the Controller, Design & Construction (D&C) in the management of project budget controls, including tracking commitments, cost to date, changes and forecasts against the Project Budget.  Work will also include the review and assembly of monthly progress billings for Design and Construction Work including the review and verification of work completed on site in conjunction with LGP’s project team, all in accordance with the Design Build Contract and LGP Lease.  The successful candidate will also support the Finance & Corporate Controller (F&C). The qualified candidate will demonstrate a sound understanding of accounting principles.  

Major Duties and Responsibilities
1. Track, review, analyze and report on actual costs against commitments;  
2. Create new purchase orders as requested by the Project Team;
3. Assist Controller (D&C) with month end reporting;
4. Assist Controller (D&C) with preparing monthly billing;
5. Liaise with the corporate accounting staff to provide coding and invoice approvals;
6. Assist Controller (D&C) with tracking of charge backs;
7. Assist Controller (F&C) with Concur Invoice capture documentation;
8. Assist Controller (F&C) with monthly reporting and presentations;
9. Assist Controller (F&C) with year-end audit and documentation;
10. Assist Controller (F&C) with budget and forecast deliverables; 
11. Assist Controller (F&C) with various systems implementation, (revenue (ABRM), invoice processing (Concur), planning (TBD));
12. Any other tasks required.

Competencies
1. Must have exceptional interpersonal and communication skills with the ability to work independently, as well as under direction of the Controllers;
2. Must have a solid understanding of accounting preferably with experience in construction;
3. Well organized, detail oriented, with the ability to produce excellent work product; 
4. Ability to work collaboratively with others;
5. Solid time management skills with the ability to balance and prioritize workload and multiple tasks;
6. Must be able to develop and enhance relationships with employees at all levels of the organization, including maintaining positive and beneficial relationships with contractors, third party consulting staff, internal and external stakeholders.

Education and Experience
· Relevant degree or diploma with a course of study focused on analytic thinking.
· At least 2 years’ experience in an accounting related function, construction experience desirable but not required.
· Professional manner and strong ethical approach.
· Commitment to working efficiently and accurately.
· Strong computer skills, must be fluent in Microsoft applications with advance level Excel knowledge.
· Excellent organizational skills, ability to prioritize and be accountable for work product, while remaining positive and motivated
· Excellent communication skills 
· Ability to work independently and as a member of a team

Primary Work Location: LaGuardia Airport, NY

Employee Status: Project Full Time

Job will remain open until filled

Equal Employment Opportunity and Affirmative Action
LaGuardia Gateway Partners provides equal employment opportunity without regard to race, color, age, religion, gender, sexual orientation, national origin, disability, veteran status or other protected characteristics. Further, it is the policy of LaGuardia Gateway Partners to undertake affirmative action in compliance with all federal, state, and local requirements.
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