
ALL RISKS LTD – Treasury Specialist 

 

Job Title:  Treasury Specialist 
Department:  Accounting 
Reports To:  Accounting Manager 
Classification: Non- Exempt 
 
Position Summary 

Responsible for all day-to-day transactions and functions of the respective accounting 
department and online banking accounts.  
 
Essential Responsibilities: 

 Ensure timely disbursement of funds 
 Enter debits/credits for daily bank activity, resolve billing/payment discrepancies and 

works with AP-OPS specialist to ensure timely billing and payments for Amex. 
 Verify and reconcile daily deposits. 
 Review and code Amex statements monthly to the GL.   
 Reconciling all bank accounts and contact proper bank personnel to correct errors.  
 Compile information and prepare spreadsheet to assist Accounting Manager and Staff 

Accountants in internal and external statement preparations. 
 Daily customer service. 

 

Knowledge, Skills, and Abilities 
 Requires a High School Diploma or GED equivalent.  Prefer  a Bachelors Degree, and two 

years accounting experience; or, any equivalent combination of education and/or 
experience.  

 Applied general accounting practices and procedures. 
 Good mathematical aptitude, organizational skills, excellent problem solving, analytical 

skills and customer service orientation a must. 
 Excellent oral and written communication skills. 
 Strong attention to detail. 
 Must have a high level of integrity. 
 Portray a positive attitude, strong work ethic and willingness to learn. 
 Ability to multi-task successfully and meet deadline pressures in a fast paced team 

environment is essential. 
 Proficient in Outlook, MS Word, Excel and banking systems is a plus. 
 Knowledge of Insurance Industry and Concept One accounting application are a plus. 

 
 

The above statements are intended to describe the general nature and level of work being performed.  They 
are not intended to be construed as an exhaustive list of all responsibilities and duties. Other responsibilities 
as assigned. 

Physical Demands 
While performing the duties of this job, the employee is regularly required to sit, use hands to finger, handle 
controls, talk and hear.  The employee is occasionally required to stand; walk; reach with hands and arms; 
and stoop, or kneel.  The employee must occasionally lift and/or move up to 10 pounds.  Specific vision 
abilities required by this job include close vision and the ability to adjust focus.  The noise level in the work 
environment is usually moderate. 


