
VAIL VALLEY PARTNERSHIP 
Job Description 

 
JOB TITLE:  Accounting Manager 

 
Reports To: President & CEO    Non-Exempt (20-25 hours per week)  
Prepared by: Vail Valley Partnership     December 5, 2017 
 
SUMMARY 
This position is primarily responsible for coordinating and overseeing management of Vail 
Valley Partnership (VVP) financial and accounting needs. This includes bookkeeping duties, 
monthly financial documents, accounts payable, accounts receivable, payroll entry, 401k 
submissions, etc. This position must provide providing excellent customer service. Additionally, 
this position fulfills general administrative duties as needed. This position must perform the 
following duties personally. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
Core duties and responsibilities include the following. Other duties may be assigned. 
 
Manages all VVP accounting needs and requires knowledge and expertise in QuickBooks. 
 
Develops and maintains relationships with all business partners that are promoted through phone 
and online vehicles, both internal and external. Coordinates all accounts payable and accounts 
receivable on behalf of the organization, including collections & timely follow up for unpaid 
invoices.  
 
Works with internal department to coordinate monthly recurring invoices for Vail on Sale, group 
sales commissions, lodging quality assurance inspections, membership renewals, program 
participation, etc.  
 
Utilizes third-party tools to enter payroll and 401k payments and maintains consistent schedule.  
 
Prepares monthly financial documents including balance sheet, profit & loss statement, and cash 
flow forecasts. Reconciles all bank statements monthly.  
 
Assists as needed with administrative duties such as meeting minutes, bank deposits, mailing 
checks, etc. 
 
Assist partnership department with accurate data collection and upkeep of database. 
 
Support organization through attendance at events, programs, and other community efforts as 
time and schedule permits. 
 
Other duties as assigned. 
 
SUPERVISORY RESPONSIBILITIES: 
This job has no supervisory responsibilities. 



COMPETENCIES: 
To perform the job successfully, an individual should demonstrate the following competencies: 
 
Intellectual 

§   Analytical - Uses intuition and experience to complement data; designs work flows and 
procedures. 

§   Design - Demonstrates attention to detail. 
§   Problem Solving - Identifies and resolves problems in a timely manner; gathers and 

analyzes information skillfully; develops alternative solutions; works well in group 
problem solving situations; uses reason even when dealing with emotional topics. 

§   Project Management - Develops project plans; coordinates projects; communicates 
changes and progress; completes projects on time and budget. 

§   Technical Skills - Assesses own strengths and weaknesses; pursues training and 
development opportunities; strives to continuously build knowledge and skills; shares 
expertise with others. 

 
Interpersonal 

§   Customer Service - Manages difficult or emotional customer situations; responds 
promptly to customer needs; solicits customer feedback to improve service; responds to 
requests for service and assistance; meets commitments. 

§   Interpersonal Skills - Focuses on solving conflict, not blaming; maintains confidentiality; 
listens to others without interrupting; keeps emotions under control; remains open to 
others' ideas and tries new things. 

§   Oral Communication - Speaks clearly and persuasively in positive or negative situations; 
listens and gets clarification; responds well to questions; demonstrates group presentation 
skills; participates in meetings. 

§   Written Communication - Writes clearly and informatively; edits work for spelling and 
grammar; presents numerical data effectively; able to read and interpret written 
information. 

§   Teamwork - Balances team and individual responsibilities; exhibits objectivity and 
openness to others' views; gives and welcomes feedback; contributes to building a 
positive team spirit; puts success of team above own interests; able to build morale and 
group commitments to goals and objectives; supports everyone's efforts to succeed. 

 
Leadership 

§   Visionary Leadership - Inspires respect and trust. 
§   Leadership - Exhibits confidence in self and others; effectively influences actions and 

opinions of others; accepts feedback from others; gives appropriate recognition to others. 
§   Quality Management - Looks for ways to improve and promote quality; demonstrates 

accuracy and thoroughness. 
 
Organization 

§   Business Acumen - Understands business implications of decisions; demonstrates 
knowledge of market and competition; aligns work with strategic goals. 

§   Cost Consciousness - Works within approved budget; conserves organizational 
resources. 

§   Ethics - Treats people with respect; keeps commitments; inspires the trust of others; 
works with integrity and ethically; upholds organizational values. 



§   Organizational support - Follows policies and procedures; completes administrative tasks 
correctly and on time; supports organization's goals and values; benefits organization 
through outside activities. 

§   Strategic Thinking - Develops strategies to achieve organizational goals; understands 
organization's strengths & weaknesses; analyzes market and competition; identifies 
external threats and opportunities; adapts strategy to changing conditions. 

 
Self-management 

§   Judgment - Displays willingness to make decisions; exhibits sound and accurate 
judgment; supports and explains reasoning for decisions; includes appropriate people in 
decision-making process; makes timely decisions. 

§   Motivation - Sets and achieves challenging goals; demonstrates persistence and 
overcomes obstacles; takes calculated risks to accomplish goals. 

§   Planning/Organizing - Prioritizes and plans work activities; uses time efficiently; plans 
for additional resources; sets goals and objectives; organizes or schedules other people 
and their tasks; develops realistic action plans. 

§   Professionalism - Approaches others in a tactful manner; reacts well under pressure; 
treats others with respect and consideration regardless of their status or position; accepts 
responsibility for own actions; follows through on commitments. 

§   Quality - Demonstrates accuracy and thoroughness; looks for ways to improve and 
promote quality; applies feedback to improve performance; monitors own work to ensure 
quality. 

§   Quantity - Meets productivity standards; completes work in timely manner; strives to 
increase productivity; works quickly. 

§   Adaptability - Adapts to changes in the work environment; manages competing demands; 
changes approach or method to best fit the situation; able to deal with frequent change, 
delays, or unexpected events. 

§   Attendance/Punctuality - Consistently at work and on time; ensures work responsibilities 
are covered when absent; arrives at meetings and appointments on time. 

§   Dependability - Follows instructions, responds to management direction; takes 
responsibility for own actions; keeps commitments; commits to long hours of work when 
necessary to reach goals; completes tasks on time or notifies appropriate person with an 
alternate plan. 

§   Initiative - Volunteers readily; undertakes self-development activities; seeks increased 
responsibilities; takes independent actions and calculated risks; looks for and takes 
advantage of opportunities; asks for and offers help when needed. 

§   Innovation - Displays original thinking and creativity; meets challenges with 
resourcefulness; generates suggestions for improving work; develops innovative 
approaches and ideas; presents ideas and information in a manner that gets others' 
attention. 

 
BUSINESS RELATED CONTACTS: 

§   Members of the organization - ongoing 
§   Affinity partners and program partners - ongoing 

 



QUALIFICATIONS: 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
EDUCATION AND/OR EXPERIENCE 
Associate's degree (A.A.) or equivalent from two-year college or technical school; or six months 
to one year related experience and/or training; or equivalent combination of education and 
experience. 
 
LANGUAGE SKILLS: 
Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, or governmental regulations. Ability to write reports, business 
correspondence, and procedure manuals.  Ability to effectively present information and respond 
to questions from groups of managers, clients, customers, and the general public. 
 
MATHEMATICAL SKILLS: 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and 
geometry. 
 
REASONING ABILITY: 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, 
or diagram form. Ability to deal with problems involving several concrete variables in 
standardized situations. 
 
COMPUTER SKILLS 
To perform this job successfully, an individual should have knowledge of: Bookkeeping 
Software (QuickBooks); Database Software (Access); Spreadsheet Software (Excel); Contract 
Management Systems; Word Processing Software (Word) and Electronic Mail Software 
(Outlook). 
 
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 this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is frequently required to sit and talk or 
hear. The employee is occasionally required to stand; walk; use hands to finger, handle, or feel 
and reach with hands and arms. 
 
The employee must occasionally lift and/or move up to 100 pounds. 
 



WORK ENVIRONMENT: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this Job, the employee is occasionally exposed to outside weather 
conditions.  
 
The noise level in the work environment is usually moderate.  
 


