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Job Description - Bookkeeper — USA subsidiary

Job Responsibilities:

— Issuing invoices to customers

— Recording invoices from the parent company

—  Customer collections

— Payments to service providers

— Bank reconciliations

— Recording journal entries

— Setting up payments in the bank

— Preparation of salaries for a few employees in the USA

Job Requirements:

— Native language — English

— Previous experience working with QuickBooks software — mandatory.

— Experience in salary preparation and related matters in the USA — working with ADP
payroll services.

— Proficiency in Office software

— Previous experience in customer collections

— Independent worker with a strong sense of responsibility

— Option for part-time employment and/or flexible working hours

Please forward CV to: lirons@nisteceltek.com



