
Accounting/Payroll Associate 
 
We are looking for an Accounting/Payroll Associate who is self-motivated, hardworking, with a positive attitude. 
As the Accounting/Payroll Associate you will perform the tasks of updating and maintaining employee records, 
input and process payroll weekly, maintaining accounts payable, and performing a variety of other basic 
Accounting Functions.  
Additional responsibilities will include answering the phones, filing, assist with the day-to-day operation of the 
accounting office, keeping track of our interns and H2A visa employees, and assist the owner and office manager 
with any clerical duties and special projects as needed. 
 
Payroll Processing 

 Prepare and input payroll data from timecards. Typically uses manual and automated system to produce 
accurate and timely payroll. 

 Pull timesheets and review information for completeness and accuracy. 
 Contact various department supervisors for any missed times of any incomplete timesheets. 
 Print checks and run payroll reports. 
 Transmit direct deposit. 

 
Accounting 

 Enter accounts payable for payment processing; work with vendors and owner for 10th of the month 
billings and supply orders to ensure timely payment. 

 Collect and reconcile receipts for the corporate credit cards and allocate distribution of charges on the 
cards during process of payment. 

 Issue purchase orders 
 Balance vendor accounts 

 
Communication/Customer Service 

 Maintain an open line of communication with management and staff, to promote high employee morale. 
 Handle a variety of matters involving contact with various staff and the public. 
 Communicate effectively and in a timely manner utilizing the appropriate chain of command. 
 Skilled in customer service and working with a variety of people. 

 
Job Requirements 

 High school graduate required 
 3 years minimum business experience with payroll experience 
 Familiarity with basic accounting procedures 
 Accuracy and timely attention to detail 
 Observe confidentiality in regards to personnel records and operations 

 
Knowledge, Skills & Experience (Desirable) 

 Proficient with Microsoft Office especially Excel 
 Willingness and ability to learn new accounting software 
 Ability to communicate well with others 
 Ability to multitask and be organized 

 
Compensation will be commensurate with your experience and qualifications 
 
Benefits 

 Health insurance 
 Retirement plan 
 Paid time off 
 Cafeteria plan 

 


