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Job Description

Accounting/Bookkeeper
This is an administrative position that requires detail-oriented accounting practices. Daily duties will include AR and AP data entry. You will be responsible for preparing accurate financial spreadsheets. You will be working with SourcePointe to ensure accurate payroll is done on time every time. You will review and process employee expense reports for payment. You will be responsible for creating invoices for manufacturer bills from employee expense reports. You will manage building contracts and leases. You will split and record commission checks correctly for each market. You will work with CFO for any reports on an as needed basis.
Minimum requirements:

3 years Quickbooks

3-5 years bookkeeper/accounting experience

Intermediate excel skills

