NOW HIRING




Position:	Accounts Payable Clerk
Hours:	7:30 A.M. – 4:00 P.M. Monday through Friday
Location:	9111 St. Rd. 64, Georgetown, IN  47122
Pay:		$14.00 - $18.00 an hour

Duties:		To include but not limited to:

		-Process and pay claims/invoices.
		-Complete monthly bank reconciliations.
		-Complete yearly budget processes.
		-Prepare monthly revenue and expense reports.
		-Process year end 1099’s.
		-Answer phones.
		-Assist customers with questions.
		-Maintain proper records and filing.
		-Attend evening meetings as needed.
		-Follow all procedures according to the State Board of Accounts guidelines.
		-Research record requests.
		-Process and maintain liens filed.
		-Assist with special projects.
		-Must be able to maintain confidential information.

Skills:		To include but not limited to:

		-Experience with account payables.
		-Excellent customer service skills required.
		-Must be able to type and 10-key.
		-Computer skills as well as experience working with Excel, Word and Outlook.
		-Must be able to handle multiple tasks at one time.
		-Experience with government cash basis accounting practices a plus.
		
Requirements:	-Must have clean background and be able to pass drug screen.
		-Must be 21 years or older.
		
