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Summary:
Responsible for partnering with Project Managers and Project Administrators to ensure the proper billing of applicable projects in accordance with customer requirements and in a timely fashion.
Department:

Accounting
Immediate Supervisor:
Chief Financial Officer
Essential Duties and Responsibilities:   
A. Work and effectively communicate with Project Managers (PMs) and Project Administrators (PAs) in order to generate customer billings and resolve issues.

B. Generate project billings (including “pre”) for customers using their billing criteria.
C. Fully understand customer billing requirements including: 

1. Forms required (paper, electronic, etc.)

2. Required dates (pencil copy and invoice submission timing)

3. Time and Materials (T&M) including proposal rates, markups and small tools and supporting details
4. Perform hours reconciliation as required (T&M sheet compared to system)
5. Generate cost workups for PM to review with customer as required 
6. Other applicable documents and special requirements

D. Generate internal project billings (such as “Fab to Field” or “Field to Fab”) and obtain appropriate approvals
E. Update T&M billing templates as required including involvement with system/process improvements.

F. Proof own work for completeness and make corrections as needed prior to forwarding to PM for review and approval. Identify certain job setup deficiencies and take appropriate action (e.g. sales tax).

G. Coordinate and control the review and approval process internally as well as the invoice submission to the customer.
H. Investigate and resolve customer billing issues or discrepancies such as T&M (hours, rates, equipment charges, markup, etc.), and communicate concerns to PM for resolution.
Qualification Requirements:   

Education / Experience:

· High School diploma or equivalent required. Associate’s or Bachelor’s degree preferred.   
· 2-3 years of experience with billing or another accounting-related function is preferred.
· Prior billing experience in an automated construction environment is a plus.
· Experience using Viewpoint, processing time and materials (T&M), doing New York State murk billing or with construction sales tax is also a plus.
Certifications / Licenses:
 N/A


Language / Communications Skills: 

-
Primary Language:  English

-
Ability to read and write in the primary language

-
Ability to communicate verbally and in written form using the primary language

-
Ability to effectively and appropriately communicate with personnel at all levels within 
the organization as well as external contacts such as union craft personnel, clients, 
salespersons, etc.  

Mathematical / Analytical Skills: 

-
Ability to perform basic math functions (e.g. add, subtract, multiply, divide)

-
Ability to read, understand, and compute simple to complex mathematical concepts and equations associated with the job function, or as appropriate to the required educational level (e.g. algebra, geometry, trigonometry, calculus)

Other Skills and Abilities:

-
Ability to manage multiple tasks and competing priorities

-
Organized

-
Detail-oriented

-
Ability to assess situational conditions and apply knowledge, skills, training, etc. to 
appropriately and effectively address the situation

-
Ability to utilize common office computer programs (e.g. Word, Access, Excel, Outlook, etc.) 

Physical Demands:  

Office:

While performing the duties of this job, the employee is required to perform 

typical office activities.  Specific vision abilities required by this job include 


close vision and the ability to focus.
Field / Shop:
While performing the duties of this job, the employee is required to perform 

difficult physical maneuvers including lifting, stretching, climbing, crawling, etc.  
Work Environment:    

Office:
The work environment consists of a standard office environment.  The temperature and noise levels in the work environment are moderate.  Aisle areas are open.

Field / Shop:
The work environment may consist of plant construction areas which are often 

dirty, non-climate controlled, difficult to access, and dangerous.
