Staff Accountant I

1/20/12
Kozeny & McCubbin, L.C. is a growing creditor’s rights law firm dedicated to providing the highest quality legal representation through Innovation, Knowledge, Diligence and Integrity.  We are currently seeking a Staff Accountant I to join our team. Successful candidates will share our values and have a drive for providing exceptional customer service in all interactions. 

The Staff Accountant I performs technical work of moderate difficulty; performs accounting work requiring comprehensive knowledge of the firm's financial functions and automated accounting systems; applies principles of accounting to record financial information and prepare financial reports.
Essential responsibilities will be to:

· Reconcile client statements and invoices and respond to client complaints and invoice disputes.
· Prepare written financial reports, memos, and letters involving moderately complex accounting and financial issues. 
· Prepare reconciliations as required by management, monitor unapplied cash balances, and provide back-up support to the Accounting Manager as required.

· Maintain spreadsheets required by clients or investors 
· Provide ad-hoc analysis for revenue.
· Work with both internal and external customers to assure that all accounts receivables are in sound condition.
· Facilitate bad debt recovery.

· Monitor aging reports for timely follow-up on unpaid invoices.

· Verify payment accuracy and compliance of policies and procedures through audits and exception reporting.

· Prepare and post routine journal entries.


Successful candidates will have an associate degree (or combined equivalent of education and experience), plus 2-4 years of accounting experience to include GL, AR and AP. Must have knowledge of generally accepted accounting principles, theory, and procedures, financial statements, applications, and methods. 2+ years of direct customer service experience involving problem resolution are also required.

Candidates must also have a solid work ethic, be extremely detail-oriented and have an appropriate sense of urgency when completing assigned tasks. 

Final candidates for this position will be required to pass pre-employment drug-screening and credit and criminal background checks.

We are an equal opportunity employer dedicated to work force diversity.
Interested qualified candidates may apply at: https://home.eease.adp.com/recruit/?id=1173271
