
General Office / Accounting Assistant –Part Time 

This position provides administrative support to a variety of departments:  Accounting, Human Resources, 
Environmental Health & Safety, Quality, Sales, Operations, and Executive Management. This individual 
will have interaction with customers and visitors so the ability to greet clients and represent the company 
in a positive and courteous manner is essential. 

Requirements: 

 Ability to be organized, multi task, adapt to changing needs, meet deadlines, in a positive and 
professional manner. 

 Greet and provide service to customers in person and by phone; answer, route, and manage 
incoming phone calls in a professional and courteous manner. 

 Manage and balance petty cash and cash till. 
 Open, sort, scan and deliver mail and inbound packages daily.   
 Provide administrative support including preparing, organizing, scanning, notarizing, and filing 

documents.  Prepare documents for mailing. 
 Manage and order office, kitchen, and janitorial supplies.  Restock shelves. 
 Assist with accounting duties to include accounts payable, cash receipts, invoicing, and other 

related reporting and assignments. 
 Generate, print, analyze, and resolve issues from reports about: sales, purchases, expenses, 

coding, customer accounts, shipped but not invoiced, inventory, etc. 
 Maintain employee training records, including scheduling classes and enrolling participants. 

Update the training calendar, and distribute materials. 
 Document completed training in system with test results. 
 Develop, send, and manage communications such as notices, invitations and responses for 

scheduled classes. 
 Extract training data, compile and prepare reports in Excel spreadsheets.  
 Maintain current training curriculum in coordination with training instructors. 
 Assist in the research, identification, and development of new or updated training materials. 
 Provide assistance to various functional areas to maintain share file content, organizing materials 

for use by employees and managers. 
 Coordinate variety of corporate programs, such as company cell phone, business cards & forms. 
 Company Website maintenance and enhancement with assistance of Web Master. 
 Oversee the maintenance of corporate conference room and lobby for meetings and guests.   
 Coordinate and ensure proper maintenance of office equipment and janitorial maintenance with 

outside service providers 
 Act as coordinator for company sponsored special events, including errands and item pickup. 
 Other Office and Accounting duties as assigned. 

Qualifications: 

 High School diploma or general education degree (GED) 
 Previous experience with office management, bookkeeping, Website maintenance, program 

management, employee training programs is preferred. 
 Valid Driver’s license required. 

Desired Behaviors & Qualities: 

 Friendly 
 Reliable 
 Detail oriented 
 Organized 



 Fast learner 
 Self-Starter 

Desired Experience: 

 Computer proficiency with computer systems and training tracking programs preferred 
 Confident skills with Microsoft Office Applications with emphasis in Excel. 
 Ability to quickly learn new accounting systems utilizing available resources. 

Work Experience: 

 administrative: 1 year (Preferred) 
 accounting: 1 year (Preferred) 
 customer service: 1 year (Preferred) 
 clerical, reception: 1 year (Preferred) 

 


