
ACCOUNTS RECEIVABLE & PAYABLE SPECIALIST
As a member of the accounting team, your role will be to insure accurate billing and timely payments due to the company. This position reports directly to the company controller. Customer service and effective communication skills are keys to success. You will have direct contact with our customers’ staffs including accounts payable clerks, project managers, accounting managers and business owners. Within our organization, your customers include members of the supply sales team, construction team, controller, and owners. It is critical that accuracy and the necessary steps occur at invoice in order to insure timely payment. You must adequately communicate any issues with customers, both internal and external.

Responsibilities include:

· Work with billing clerk to insure accurate invoice processing. Resolve any potential issues with the supply sales and construction teams before the invoice is mailed to the customer.

· Monitor cash receipts and work with billing clerk to insure accurate posting of customer payments.

· Monitor and maintain customer accounts for accuracy including retention balances, credit history & limits, and notes in accounting software system.

· Prepare and process pre-lien information for supply sales and all construction invoices.

· Process requests for new extension of credit and work with controller / assistant controller to grant credit.

· Setup new customer accounts.

· Perform collection duties on past due accounts and keep A/R Aging within company goals. Aggressive communication with all necessary parties via phone, fax, and/or email.
· Prepare and process lien filings, lien releases, and customer joint check agreements.

· Prepare weekly reports documenting collection efforts.

· Maintain accurate written records on all collection efforts.

· Work with and communicate with supply sales team and construction team to resolve invoicing issues and collection issues.

· With the approval of the controller and/or owner, submit delinquent accounts to outside collection agency or attorney.

· Process credit memos to customer accounts.

· Process requests for credit information on existing customers.

· Perform other duties as assigned, special projects and routine tasks such as filing and other job. unctions.  
· Responsible with the daily processing of all accounts payable invoices. 

· Prepare and post monthly recurring journal entries and daily journal entries if necessary.
· Coordinate with Sales/Construction on issues regarding payment of customer’s invoices.

· Assist Controller with some G/L journal entries and other accounting tasks.

Job requirements:

· 3-5 years accounts receivable and collection experience in the construction industry.

· Knowledge of pre-lien processes and lien laws for multiple states.

· Understanding of joint check agreements.

· Strong attention to detail.

· Good math and analytical skills.

· Excellent communication and customers services skills.

· Proficiency with MS Office products and computerized accounting software.

Job Type: Full-time

Schedule:

· Monday to Friday

:Benefits:

· Profit Sharing
· Medical/Dental/Vision/Health Savings Account

· 401K Company Matched

· Contributions to Charity

· Quarterly Lunches

· Quarterly Events

· PTO

· Major Holidays

EEO Employer

Salary: $50,000 - $65,000
“Helping to Protect the Environment and Lead with Integrity”


