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Junior Accountant 
We are searching for a motivated Junior Accountant who is an excellent multitasker with exceptional communication and time management skills. The individual can expect to assist the accounting department with AR, AP, data entry, processing, and recording transactions, updating the ledger, assisting with audits, budgets and reports. The position requires strong accounting skills and a keen attention to detail and accuracy.  
To be a successful Junior Accountant, you should possess an understanding of accounting principles and have advanced in Excel and QuickBooks experience. You should be detailed oriented, proactive, efficient, and organized.
This is a part-time position; 30 hours – no overtime
Reports to:  Corporate Controller
Responsibilities:
· [bookmark: _GoBack]Prepare journal entries
· Reconcile and maintain balance sheet accounts
· Prepare analysis of accounts as requested
· Administer accounts receivable, accounts payable, monthly invoicing
· Prepare and enter bank deposits 
· Monitor payment discrepancies, refunds, returns and miscellaneous charges
· Assist in budgets and forecasts
· Account/bank reconciliations
· Review and process employee expense reports
· Assist with year-end closings
· Assist with preparation and coordination of the audit process
· Assist with implementing and maintaining internal financial controls and procedures
· Maintain orderly financial filing system
· Assists in maintaining financial records and ensuring that financial transactions are properly recorded 
· Other accounting tasks/projects as assigned
Requirements:
· Bachelor’s degree in accounting or business
· 3-4 years of accounting and reporting experience
· Solid understanding of accounting principles, concepts and practices
· QuickBooks experience required
· Concur knowledge preferred
· Harvest knowledge preferred
· Proficient in Microsoft Excel

Key Competencies:
· Excellent written and verbal communication skills
· Problem solving analysis and assessment
· Commitment to working efficiently and accurately
· Professional manner and strong ethical code
· Attention to detail and ability to multitask 
· Ability to prioritize and meet schedules and deadlines 

Please be prepared to provide 2 professional references.

Contact: Lorrie West, Director of Human Resources at lwest@hotelave.com

HotelAVE is an equal opportunity employer and does not discriminate based on race, color, religion, sex, or national origin.
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