
 
 
JOB TITLE:    SENIOR ACCOUNTANT-PAYROLL SPECIALIST   

LOCATION:   FORSYTH, MT     OPEN DATE: 02/16/2021 

SUPERVISOR: CONTROLLER- FORSYTH   CLOSE DATE: OPEN UNTIL FILLED  

FLSA STATUS:  NON-EXEMPT         
  
The statements herein are intended to describe the general nature and level of work being performed by employees and are not to be 
construed as an exhaustive list of responsibilities, duties and skills required of personnel so classified.  Furthermore, they do not 
establish a contract for employment and are subject to change at the discretion of the employer.   
 

POSITION SUMMARY: 
Maintains a significant portion of the Company’s accounts and accounting records. Maintains work orders for 
accuracy and closing to the capital accounts and CPR’s.  Maintain and perform all payroll functions for the 
Company.  Works closely with the controller on projects assigned with respect to audits, year-end annual 
reports, cost study information preparation and data requests as they come up.  Maintain ledgers and 
accounting records relevant to payroll in accordance with established guidelines and procedures. Develop, 
maintain, and manipulate databases and spreadsheets as required.   Maintains inventory records and balances 
inventory counts to physical counts at year end. 

 
ESSENTIAL DUTIES & RESPONSIBILITIES 

• Completes all payroll functions for Range. Ensures timely reporting of information to the states/the 
federal authorities and the IRS. 

• Maintains general and subsidiary ledgers by entering various transaction information regarding 
transactions, preparing journal entries, and reconciling general ledger accounts.  

• Primarily responsible to close out work orders to general ledger. Maintains continuing property records 
(CPR’s) on mainframe and PC. Works closely with engineering and plant departments to research work 
order inquiries/discrepancies. Reconciles CPR detail to general ledger on a monthly basis. 

• Completes monthly analysis of plant and reserve amounts.  Assists with completion of monthly and 
annual reports that require plant related information.  

• Generates month and year-end audit work papers.  
• Assists in gathering and analyzing data for cost studies as requested. 
• Responsible to meet various federal and state reporting requirements with respect to areas in the 

annual reports for Montana and Wyoming.  
• Prepares and files associated correspondence to federal and state agencies. 
• Perform accurate and technical work in the preparation and processing of payroll for all employee 

groups 
• Ensure integrity of employee privacy 
• Maintain and reconcile payroll accounts and records in accordance with established guidelines and 

procedures 
• Maintains inventory records from material used, purchased, salvaged, etc.  Balance inventory physical 

counts to computer ledger accounts at year end. 
• Complete associated monthly, quarterly, and annual reports in a multi-state environment 

 
EDUCATION & EXPERIENCE: 
Bachelor’s degree in accounting or equivalent experience, PLUS three to five years of payroll processing and 
reporting experience.  Multi-state payroll experience and additional Telco or related utility experience 
preferred.  Note:  In absence of a bachelor’s degree in accounting, equivalent experience qualifies with 10 years 
accounting experience.     

 
GENERAL INFORMATION:  
The general work hours for this position are 8:00 am - 5:00 pm Monday through Friday.  Overtime will be required 
on occasion. This is a Non-Exempt position, subject to the overtime provisions of FLSA. 
 
Preferred Application Method:   
 
Upload Resume and Cover letter AND complete  OR: Send resume with cover letter to:  
online employment application at our website Human Resources  
http://www.range.net/careers/  email:  jobs@range.net   
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mailto:jobs@range.net

