Alli, Alliance of Action Sports – Accounting Associate

Job Description
Alli, Alliance of Action Sports, LLC is currently seeking to add a dedicated, hard working Accounting Associate to its finance department.  This person will report to the Finance Manager and assist primarily in the areas of accounts payable and accounts receivable.  Specific duties to include:
Accounts Payable

· Process invoices, check requests, and expense reports, reviewing for proper management approval and account codes.

· Enter invoices, check requests, and expense reports into Dynamics SL accounting system.

· Process checks for payment, matching invoices with checks.

· File copies of all check disbursements and supporting documentation, and assist in the maintenance of accounting files/documents.

· Respond to questions regarding billing issues, acting as a liaison between the finance department and vendors.

· Respond to employee and vendor questions in a timely and professional manner.

Accounts Receivable

· Prepare collection invoices for all sponsors, content distribution partners, and local partners.

· Enter AR invoices in Dynamics SL accounting system.

· Prepare and process cash receipts and bank deposits.

· Respond to all customer and employee inquires related to accounts receivable activity.

Other Duties

· Review, monitor and code employee expense reports

· Review, monitor and code company credit card transactions

· Reconcile credit card transactions with supporting documentation on a weekly basis

· Coordinate the reconciliation of recorded financial transactions with detail budget sheets on a monthly basis.

· Maintain fixed asset records and depreciation schedules.

· Other account reconciliations as assigned.

QUALIFICATIONS:

· BS Degree in Accounting or Finance, or equivalent work experience preferred.

· Previous experience working in a corporate accounting department a plus.

· Strong PC skills, including proficiency in Microsoft Excel and Word.

· Familiarity with accounting software, and in particular Dynamics SL, a plus.

· Ability to handle confidential and sensitive material is required.

· Must be detailed oriented to ensure accuracy of all duties performed.

· Ability to work in a fast-paced, challenging work environment.

· Ability to manage multiple projects and deadlines.

