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Employment Position:
Accounting Assistant - Accounts Payable/Registration

Job Type:
Full-time - including summer

Qualifications/Job Duties:

+ No degree required

« Minimum 2 years of related work experience

+ Ensure proper documentation and approval prior to payment of invoices
+ Research and resolve vendor inquiries

« Reconcile vendor statements, research and resolve discrepancies

+ Assist with month end financial close reconciliations

« Responds to all vendor and internal inquiries

+ Assists accounting department with other tasks and projects as needed

Experience & Skills

+ Ability to be both fast and accurate in a high volume setting

+ File, scan, and maintain orderly files

Ability to learn and follow procedures quickly
+ Strong interpersonal communication skills, both verbal and written

» Customer service oriented
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