


	Job Description for Employee: 
	


	
	

	Reporting To:  
	Number of People Supervised:  

	Job Summary: Accounts Receivable processes all company invoices through our accounting program; makes receipt of customer payments; follows up on outstanding invoices; creates and reports at the end of each month the status of accounts receivable; Resolves any incorrect customer payments. 



Duties and Responsibilities: 
1. Complete accounting tutorial
2. Utilize accounting program (Excel) for all work
3. Assist with setting up employee records in an excel spreadsheet
4. Set-up invoicing system/codes in Excel
5. Develop invoice flowchart that gives step by step process for order from receipt in sales to collection and filing in accounting.  
6. Set up invoicing system
7. Process company invoices
8. Assist with creation of employee personal checks
9. Performs other duties as assigned.
  Knowledge, Skills, and Abilities: 

1. Able to effectively operate computer equipment and calculators used to perform job.

2. Proficient in Microsoft Office Suite (Access, Excel, PowerPoint, Publisher and Word).

3. Proficient in use of Google Documents used to perform job.

4. Proficient in use of a variety of email systems including Google’s Gmail and Microsoft Outlook.

5. Strong Organizational Skills- able to manage time and make deadlines.

6. Capable of completing assignments with minimal supervision.
 Special Requirements: 
1. Ability to sit at computer for long periods of time.
2. Ability to work independently without constant direction and instruction.
Quarterly tasks:

quarter 1:  Business Selection, Business Plan, Company Forms, Company Uniforms, Employee Manual (Sexual Harassment and Cultural Diversity are addressed), Job Descriptions, Job Interviews, Portfolio Work, Staff Development, Student Profile, Trade Fair Prep, and Assessment Tests. 
quarter 2:  Business Plan, Business Plan Presentation, Company Forms, Company Newsletter, Grand Opening, Personal Finance, Portfolio Work, Staff Development (Provide employee training on sexual harassment and cultural diversity/develop a certificate for employee completion of training to add to personnel folder) , Trade Fair Prep and Participation, Pre-Test, and Assessment Tests
quarter 3: Company Forms, Company Newsletter, Payroll, Payroll Taxes, Personal Finance, Portfolio Work, Trade Fair Prep and Participation, Mid-Term, Staff Development (Develop new hire orientation program), and Assessment Tests
quarter 4:  Annual Report, Annual Report Presentation, Company Forms, Company Newsletter, Payroll, Payroll Taxes, Personal Finance, Portfolio Work, Post-Test, Staff Development.
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