[image: image1.jpg]Uy
%



AMC Liquidators is one of the country's premier commercial and residential furniture liquidators – and the only one to specialize in both. AMC continually acquires fine furnishings and room décor from 4 & 5 star hotels, as well as excess inventories and closeouts of new fine furnishings from interior decorators and manufacturers. We offer these distinguished furnishings to the public and to businesses at reasonable prices. In addition, we offer on-site furniture restoration and repair services for all types of hotel and restaurant furniture, paneling & woodwork, molding, cabinetry, and any other surfaces that need attention. 

BE A PART OF OUR GROWING TEAM
Controller 
Primary Responsibilities:



1. Maintain Accounts Payable for AMC Liquidators, this includes: entry of all bills in a timely manner, payment of said bills, tracking of payments to ensure delivery balance of bank accounts, and investigation and tracking of returned checks.
2. Be able to analyze income statements 
3. Be able to analyze balance sheets
4. Maintain control of all inventory, this includes: counting inventory, building purchase orders for new inventory, receiving purchase orders and billing them in the system, paying purchase orders. Also included is analyzing and correcting any negative stock inventory weekly. 

5. Process all paperwork for new hires which includes background checks, drug tests.

6. Answer all questions concerning HR problems like missing paychecks, back pay, advances; authorize employee payroll deductions, workman’s compensation, and health benefits. 

7. Reconcile bi-weekly payroll cost allocations:

· General ledger entry must be reconciled with payroll debit. 

· Perform cost allocation transfers to internal accounts for warehouse staff, refurbishment and delivery. 

· Maintain Payroll each month as far as keeping track of hours and reporting hours for paychecks to be issued. 
8. Credit card processing as far as investigation of chargeback’s, processing returns, issuing reversals of credit card charges. 

9. Prepare and review all financial statements for presentation to CEO.

10. Present all financial statements to CEO.

11. Prepare all budgets for AMC Liquidators and others, as necessary.

12. Review and authorize weekly accounts payables payments. 

13. Complete CEO requests/inquiries.

14. Constantly review operations for process improvements.

15. Meet with direct reports as needed. At this time, the sales support staff and the assistant cashier will report to this position. Understand the role and responsibilities of the direct reports and supervise their activities.

16. Staff Meetings:

a. Attend all daily staff meetings at 9:00 a.m. and tie in by phone when you are out of the office. 

b. Be prepared to discuss inventory rate of return for dead and ageing inventory.
Specific Job Duties:
Accounting reports:
a. Must be sent to all reporting.

b. Re-cap of Previous Days Sales.

c. Receivables must be updated daily.

d. Inventory Values for the two furniture outlets must be updated daily.

e. Specific accounts must be reported daily.

2. Status of purchase orders

a. Pending purchase orders.
b. Receiving purchase orders.

c. Tagging of all merchandise.

3. All accounts payable must be posted 

a. Must be correctly classified to the correct expense accounts.

b. Notify supervisor all bills are entered, so checks can be printed & mailed.

4. Ordering of all office supplies

a. Purchase all necessary materials for the retail office, break room and warehouse.

b. Printer Ink supplies –maintain one back up printer cartridge per printer type in inventory at all times.

c. Check with staff before ordering. Orders can only be placed 1 x per month. Get approval from supervisor.

5. Maintain employee records past and present. Update files and records with the payroll company.
6. Pricing duties

a. Make sure all merchandise is tagged with the correct prices. Once inventory is received make sure all items are tagged with sku and price.
b. Walk showroom floor to ensure all merchandise is priced correctly.
7. Reconcile bi-weekly payroll cost allocations. General ledger entry must be reconciled with Payroll debit
8. Daily trips to the bank and post office.  Deposits over a specific amount will be taken to the bank immediately.
9. Challenge all credit card charge backs.
10. Verify all deliveries have been scheduled by comparing them to the Office outlook calendar. Post the calendar on the table top so everyone can speak to customers intelligently about deliveries when sitting at the cashier window.
Other duties:

Be aware of and perform the management responsibilities of all situations outlined in the Emergency Response Manual.

Support store leadership to achieve best set standards for the office furniture area. 

Perform additional basic duties including register sales transactions and to ensure that the office furniture side of the store is clean, organized, and pricing signage is in order.

Answer phones as needed to respond to customer inquiries. 


Other duties, responsibilities, and qualifications may be required and/or assigned as necessary.

This job description may not be all-inclusive and employees are expected to perform all other duties assigned and directed by management. 

Job descriptions and duties may be modified when deemed appropriate by management.


Job Requirements:
Must be proficient in Netsuite with 3-5 years’ experience in the following areas

· Accounts payable

· Accounts receivable

· Inventory

· Payroll

· Recording Bills ( proper expense account)

· Recording Deposits through un-deposited funds account

· Recording/reconciling Credit card Deposits through Undeposited funds account and Merchant Processor

· Recording Company credit card transactions ( proper expense account)

· Reconciling Bank Statement

· Reconciling Sales Tax

· Recording Journal Entries

· Send checks /Bill payments to print que

· Creating Inventory Items ( purchase price, Vendor , Sales price, GL accounts, etc)

· Creating Purchase Orders

· Receiving Purchase Orders

· Bill Purchase orders according to payment terms with vendor

· Inventory Transfers

· CSV inventory uploads

· Understand how sales ( invoices, cash sales, Sales Orders) work so you are able to reconcile sales that are put in by sales people.

Valid drivers license is needed as daily trips to the bank and post office are required.

Ability to work a full-time flexible schedule, including evenings as necessary. 
Excellent communication skills required (emphasis on listening skills and presentation skills); fluent in English, Spanish a plus.

Intermediate computer skills a must, must be able to use Outlook, Word and Excel. Type 30-40 wpm.

Able to work independently and handle multiple tasks. 

Able to analyze situations and gather information to develop sound, ethical business solutions. 

Ability to use cash handling software/equipment and have basic computer skills, including working knowledge of Outlook, Word and Excel. 

Ability to lift and/or move 25-50 pounds occasionally when re-arranging showroom or assisting customers. 
Compensation:

· Annual salary earnings according to experience range from $35,000 to $50,000 
· Mileage reimbursement for use of personal car during business is according to IRS regulations at 50 cents per mile. 
Benefits:

You will be eligible to participate in the company health insurance plan such as: medical, dental and vision care on the 1st of the month after successfully completing the 90-day introductory period.    
*Email resumes to careers@amcliquidators.com 

