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Staff Accountant 

Sr. Staff Accountant 

SPAULDING CLINICAL aims to be the clinical research organization by which all others are 
measured. Pioneering in our approach to redefining how the industry perceives and achieves 
success; passionate in our pursuit of ingenious solutions that mitigate risk; loving in our care for 
our volunteers, customers and employees; and heroic in our ambitions to ensure the health and 
safety of people around the globe - Spaulding Clinical is taking research beyond results to 
create a marketplace of safer drugs.  

 
Original Date: 21 August 2014  
 
Position Reports To: Controller 
 

Job Summary:  
 
As the Staff Accountant for Spaulding Clinical, you will partner with the Controller and other 
members of management to work toward the strategic and operational financial/budgetary goals 
of the company.  The Staff Accountant in conjunction with the Controller serve as a contact and 
resource for the Management Team regarding issues or interpretation relative to the month end 
closing process, special projects, accounts receivable administration, accounts payable, payroll, 
budgeting, and forecasting. You will have responsibility for assuring all critical accounting 
functions are delivered timely and effectively in developing company-wide initiatives. 
 

Essential Duties and Responsibilities:  
   
 Will handle general ledger accounting and related matters, including fixed asset tracking, 

entering journals entries, amortization schedules, and trial balance account analysis. 

 Assist in month-end close process, including account reconciliations and publishing of 
financial reports on timely basis. 

 Participate in the year-end close process and timely prepare AJE's. 

 Assist in budget preparation. 

 Coordinate year-end audit and any other audits as required.  

 Assist in the timely preparation and mailing of customer invoices as needed. 

 Monitor financial performance relative to the corporate budget and study budgets. 

 Process invoices including reviewing invoices, coding operating invoices to proper general 
ledger account, entering invoices into the financial system, and initiating payment. 

 Work with inventory management in maintaining accurate inventory records as needed. 

 Reconcile cash, accounts payable, and accounts receivable at month end. 

 Review and enter expense reports based on established corporate policies. 

 Prepare yearly 1099 payment reporting. 

 Respond to all inquiries (internal and external) relating to Collections, A/R, and A/P. 

 Maintain customer sales tax files and work through any VAT issues as appropriate. 

 Compile payroll data such as garnishments, vacation time, insurance, and 401K deductions. 

 Process biweekly transfer of payroll data to ADP. 
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The Statements made in the job description are intended to describe the general nature and 
level of work being performed by people assigned to this job.  These statements are not 
intended to be an exhaustive list of all responsibilities, duties and skills required of people 
assigned to this job. 
 

 
Skills/Qualifications:  
   
 Ability to read, write, and interpret the English language. 

 Demonstrates attention to detail and accuracy. 

 Possesses strong written and verbal communication skills. 

 Strong understanding of payroll. 

 Work well in a team environment. 

 Knowledge of GAAP. 

 Ability to work effectively in a fast-paced, deadline-driven environment that requires the 
management of multiple projects at one time. 

 Analytical skills, presentation skills, strong creative and conceptual thinking and problem-
solving skills. 

 Ability to develop solutions to a variety of complex problems utilizing established precedents 
and policies and personal resourcefulness. 

 Good computer skills; inclination to adopt technology to maximize efficiency. 
 

Physical Demands: 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of the job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  

 Ability to sit, stand, walk, reach with hands and arms, and use hands along with fingers, to 
handle or feel.  

 Ability to lift and/or move up to 25 pounds.  

 Specific vision abilities required by this job include clarity of vision both near and far.   

 Ability to identify and distinguish colors. 
 

 

Hazards: 

 Potential for exposure to toxic or caustic chemicals 

 Potential for exposure to blood borne pathogens 
 

Education and Experience: 

 Bachelor's Degree in accounting; 2-4 years of experience within general accounting 
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 Knowledge of general accounting procedures 

 2-3 years’ Payroll experience preferred. 

 Experience with Microsoft GP Dynamics a plus. 
 

 

 Spaulding Clinical Research management has the discretion to hire personnel with a 

combination of experience and education which may vary from the above listed skills and 

qualifications. 
 

 
This is to acknowledge that I have read and understand the above job description.  This copy 
supersedes any others previously distributed.  I further understand that Spaulding Clinical may 
change, add or delete any essential duties and responsibilities described at its discretion with or 
without prior notice. 
 
    
                                        
Employee Name (Printed) 
           
        
Employee Signature 
 
        
Date 
 


