
Accounting Assistant 

Reports to: Vice President of Finance and Admin                                                                    Date Created: 10/19/2020 

Hours: Hourly - 40 hours per week 

 

Company Profile 

Located in the heart of Central Minnesota, Virnig Manufacturing has been designing and producing skid steer loader 

attachments since 1989. From engineering and cutting raw materials to machining, welding and painting the finished 

product, all steps of the manufacturing process are done in-house. Today, the family-owned and operated business has 

grown into a premium attachment manufacturer supplying North America and beyond. By integrating the latest 

manufacturing technologies and using top-of-the-line materials, Virnig has distinguished themselves as a cut above the 

rest in the manufacturing industry. 

Job Summary 

Virnig Manufacturing, Inc. is seeking an Accounting Assistant who will be responsible for assisting the accounting and 

finance department with a variety of daily, weekly and monthly tasks. The accounting assistant will help to maintain, 

record, verify and update financial documents including but not limited to, accounts payable, accounts receivable and 

various reconciliation workpapers. The accounting assistant will assist with preparing reports and summaries for the 

month-end close process.  

Duties and Responsibilities 

1. Enter and review all bills and other payables and make appropriate entries as needed.  

2. Assist with invoicing as needed. 

3. Confer with customers regarding collection of past due invoices.  

4. Monitor vendor W-9 information to ensure records are accurate and up-to-date. 

5. Assist with travel reimbursements and credit card expense reporting. 

6. Assist with compiling sales and use tax information. 

7. Provide additional support to the accounting department as needed. 

8. Compile and prepare routine reports and summaries.  

9. Verify figures and documents for accuracy. 

10. Other duties as assigned. 

Skills 

1. Demonstrates strong verbal and written communication skills. 

2. Ability to build positive working relationships, both internally and externally. 

3. Excellent organizational skills to manage multiple on-going tasks. 

4. Ability to adapt and thrive in a fast-paced work environment. 

5. Strong attention to detail with the ability to maintain accurate and detailed reports. 

6. Ability to identify errors and make proper corrections. 

7. Self-motivated and willing to take initiative and solve problems. 

Requirements 

1. Associate’s degree in accounting or finance is required.  

2. 1-3 years of relevant accounting experience preferred but not required. 

3. Strong computing skills including experience with Microsoft Office required.  

4. Knowledge of basic accounting principles is required. 

Benefits – After 90 days 

1. Paid time off 

2. Health insurance 

3. Dental insurance 



4. Life and Disability Insurance 

5. 401(k) including employer match 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

VIRNIG MANUFACTURING IS AN EQUAL OPPORTUNITY EMPLOYER 

All qualified applicants will receive consideration for employment without regard to race, color, creed, religion, sex, national origin, 

marital status, familial status, pregnancy, sexual orientation, age, disability, military service, veteran status, gender identity, status with 

regard to public assistance, or any other class protected by law. The company provides reasonable accommodations to applicants with 

known disabilities, unless doing so would cause undue hardship for the Company. 


