JOB OPENING:  Parkland Professional Park, Orchard Park, NY
Accounts Receivable / Accounts Payable Professional
This Accounts Receivable / Accounts Payable Professional will be responsible primarily for the following:
· All functions associated with Accounts Payable and Accounts Receivable duties including reviewing and entering invoices, processing payments, and preparing reports, schedules, and account reconciliations. 
· Code invoices and payments properly to appropriate accounts. 
· Create customer invoices
· Prepare bank deposits
· Contact clients with outstanding balances
· Respond in a timely manner to all assigned customer inquiries
· Maintain professional relationships with all assigned vendors / clients
· Organize and maintain a filing system for all A/P documents; Prepare new vendor files
· Resolve all A/P related issues
· Apply payments to customers’ accounts timely & accurately
· Process and post credit and/or debit memos, and contact customers regarding any discrepancies
· Review monthly statements to verify any missing invoices or outstanding balances 
· Answer vendor/client phone calls, provide information regarding payment and obtain information regarding items to be paid
· Assist in related department or special projects as directed by Management
Required Qualifications:
· Minimum 2 years of experience in an Accounting office or 3+ years of Accounts Receivable experience
· Proficiency in QuickBooks, Excel, Word, and solid general PC skills
· Excellent communication skills, both written and verbal
· Experience in invoice processing and accounting software
· Ability to pay attention to detail and maintain accuracy
· [bookmark: _GoBack]Ability to work autonomously or as a team
· Preferred background in Construction, Real Estate industries.  
· Ability to plan and organize, set priorities, and meet deadlines
· Works well in a fast-paced environment
· Strong organizational skills
Education:
· Associate’s degree in Accounting, Finance or Business related field

Job Schedule:
· Flexible hours/days – 30 hours/week.  Benefits include one week paid vacation, paid sick days, paid vacation days

Interested Candidates please call 716.675.7500 x1 or send resume to harveyar@parklandprofessionalpark.com
