Accounting Clerk

12/15/11

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 an Accounting Clerk to join our team. Successful candidates will share our values and have a drive for providing exceptional customer service in all interactions. 

The Accounting Clerk is responsible for performing various clerical and routine accounting tasks. These include posting entries and verifying and reconciling input to financial reporting system while maintaining the quality and timelines of the billing function within collection timelines of invoices. This position is also responsible for resolving any payment disputes.

Essential responsibilities of the position will include, but will not be limited to:

· Reviewing reports on a daily basis and creating invoices appropriately

· Preparing routine entries and posting financial transactions, assisting with the billing process, printing and distributing statements, entering all A/P transactions in Accounting system and posting daily billing report

· Processing cash receipts and managing credit balances

· Reconciling vendor statements

· Posting journal entries


Successful candidates will have an associate degree (or combined equivalent of education and experience), 1+ years experience with general office work, and a good understanding of A/R, A/P and G/L functions. Additional experience in a legal environment is preferred.

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=1101841
