Quality Dining, Inc.

Job Description
	Position Title:     
	Cash Management Coordinator
	Department: 
	Finance

	Report To:     
	Vice President- Finance 
	FLSA Status:
	

	Position Grade:
	
	Approved Date:
	


	Summary:


Execute reconciliation process for store level accounts. Manage relationships with banking institutions and armored vehicle companies. Responsible for other duties as assigned. 
	Essential Duties and Responsibilities: 


· Obtain and load point of sale, bank, credit card, gift card, delivery service and server tip files into reconciliation software
· Reconcile store level cash, credit card, gift card, server tips, and delivery service transactions 
· Monitor and initiate investigations for potential fraud 

· Provide support to Safety and Security department during investigations 

· Provide support to restaurants for banking relations, armored vehicle concerns and credit card and gift card issues

· Establish and maintain banking relationships for store depository purposes
· Assist in maintaining reconciliation software

· Interact with reconciliation software support team to problem solve issues with software
· Use the general ledger system to inquire and to post entries
· Provide assistance with departmental projects as they arise

	Supervisory Responsibilities: 


This position has no supervisory responsibilities
	Qualification Requirements:


Education & Experience
· Four year degree or appropriate previous work experience in banking or finance background
· Knowledge of Excel, Word and Windows platform 

· Knowledge of accounting and bookkeeping principals 

· Aptitude of bank reconciliation software
· Deep sense of detail 
Communication Skills 
· Excellent oral and written communication skills 
· Ability to work with an array of personnel 
· Competency to detect and communicate questionable financial activity 
· Dexterity to follow up with outside services to resolve issues that arise 
Reasoning & Problem Solving 
· Capacity to take on multiple tasks
· Ability to perform analytically 
· Time management 
Work Environment

· Occasionally lifts up to 25lbs.

· Sedentary for long periods of time

· Key board typing for long periods of time
	Approval


	Supervisor:
	Date:

	
	

	Human Resource Representative
	Date:


