Job ID: 



RK080912A
Job Title: 


Bookkeeper

Degree Requirements: 

None
Years of Experience:

3
Type of Position:


Direct Hire
Location: 


North Atlanta, GA Area
Travel Required:


Less than 5%
Our client has an IMMEDIATE NEED for a Bookkeeper who has a minimum of 3 years work experience.

The MUST HAVE REQUIREMENTS for this position are:
* 3 years work experience as a full charge bookkeeper

* Experience in Accounts Receivable / Accounts Payable

* Experience with Month End Close & Reconciliations
PLUSSES in this position are:

* Bachelors degree in Accounting

* Prior SYSPRO experience
* Prior experience in a manufacturing environment

* Prior Accounting team leadership

* Experience in a small company

The RESPONSIBILITIES of this position include but are not limited to:

* Accounts Payable

Match packing slips & purchase orders to invoices


Properly code approved charges


Verify & reconcile credit card purchases


Maintain Vendor Files

* Accounts Receivable

Create invoices from completed Purchase Orders


Process Customer invoices


Generate Accounts Receivable Report


Make collection calls on invoices that are approaching past due status


Record customer payments & make bank deposits

* Month End Close


Insure that all credit card transactions & Purchases are uploaded weekly

Post Accounts Receivable Cash according to schedule


Post vendor wire transfers according to schedule

* Reconciliations

Reconcile credit card & PayPal statements


Reconcile vendor deposits


Work with Purchasing Department on outstanding purchases

If you meet these requirements and wish to be considered for this position, send your résumé to us in a Word document at Resumes@PinnaclePlacementGroup.com mentioning the Job ID and the Job Title in the subject line of your email.  
In your email or cover letter, please provide us a short narrative detailing your experience and expertise as it applies to this position.    Also, please provide us with your MINIMUM salary requirements.
KEY WORDS:  Bookkeeper, Accounting, Accounts Payable, A/P, Accounts Receivable, A/R, Manufacturing, SYSPRO, Month End Reporting, Reconcillations, 
