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	Job title
	Bookkeeper

	Reports to
	Director of Finance

	Date
	3/4/15

	FLSA
	Nonexempt

	Location
	Scottsdale, AZ


Overview
Perform assigned daily departmental operating duties competently to help the accounting department accomplish its responsibilities and goals.  Key deliverables are: 

· Creating client invoices and insuring timely client payment of invoices
· Coding and input of vendor invoices into the accounting system 
· Completion of all departmental filing and maintenance of related files
Duties and Responsibilities

Responsibilities include but are not limited to: 
Accounts Payable / Receivable
· Sort, code and enter accounts payable data

· Maintain vendor files

· Prepare payments for signature
· Mail signed checks and backup to vendors
· Prepare, check, verify and submit customer invoices

· Monitor customer accounts for non-payment

· Initiate collection procedures

· Complete assigned spread sheets to support accounts receivable balances and monitor aging of receivables 
Administrative

· Assist Controller and/or Senior Accountant in creating month end financial statements, general ledger account reconciliations and schedules necessary to support balances in the general ledger accounts and monthly financial statements.
· Track and audit petty cash

· Review and code employee expense reports for proper recording in the general ledger and for employee reimbursement
· Perform filing and general administrative tasks

Qualifications

· High School Diploma required
· 1 - 3 years of experience in clerical Accounting

· Experience with MS Office and good Excel skills required

· Strong communication skills required

· Prefer Quick Books experience

Working Environment
This job is performed in a general office setting, in a temperature controlled environment, utilizing office equipment such as a computer, phone, calculator, etc.  The work schedule is Monday through Friday during normal business hours, Limited overtime hours maybe required during month end or fiscal year end closing. 

This position has no direct reports.
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