ACCOUNTING CLERK

Provide and create opportunities to give quality billing support to our customers, manage customer billing requests, maintain and develop internal accounting database, monitor customer accounts, provide QA for billing process and procedures, and work on special projects. 

General Candidate Profile: Customer focused, quick learner, able to multi-task, computer literate, detail oriented, organized, flexible, positive attitude, dependable, responsible, enthusiastic, proactive.

Technical Skills Required: Word processing, email, Internet, data entry.

Software Applications Used: Quickbooks, Microsoft Word, Microsoft Outlook (email), Netscape or MS Internet Explorer Web browsers, MSAccess, and Excel.

Other Skills:  Accounting experience preferred, but not required.

Responsibilities 

· Review and manage accounts receivable aging on an on-going basis.

· Proactively advise sales of account activity.

· Reconciliation of accounts, including billing from vendors.

· Credit Evaluations for new accounts.

· Continual monitoring of accounts for credit worthiness.

· Research billing records.

· Confer, inform and advise upper management on the status of accounts.

· Resolve any accounting issues with internal departments.

· Assist in itemizing accounts payable invoices

· Back-up phone coverage for customer service

