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JOB SUMMARY
The Accounting/Office Administrator is responsible for providing bookkeeping and operational support for the company as well as coordinating technology support and initiatives. Daily work includes AR, AP, Cash Receipts/Disbursements, Collections, and Technology Support.  This position will assist with other project support roles as needed.
Duties & Responsibilities of the Job
· Posts all cash receipts and ensures payments are posted to the correct customer, invoice, and/or accounts receivable account.
· Coordinates accounts receivable function including the completion of reconciliations, journal entries, and monthly statements.
· Prepares reconciliations for daily retail deposit and credit card transactions.
· Reviews accounts payable invoices received for accuracy and adherence to policy and procedures.

· Responsible for cash disbursements to appropriate entities including vouchering payables, check runs, mailing checks, expense analysis, GL coding of invoices, and reconciling vendor statements.
· Responsible for petty cash disbursement and reconciliation.
· Responsible for collection calls to past due customers.

· Responsible for maintaining and updating the sales tax exemption records for qualifying customers.

· Supports KBC Management as the person for contacting support vendors as needed (example: maintenance issues)
· Orders office and accounting supplies on an as needed basis.
· Refills postage and processes the updates to the postage machine as needed. Trains others on postage machine functions as needed.
· Responsible for the efficient running of the copier and training others on the functions.

· Responsible for distributing the mail.
· Provides courteous and quality service to each external and internal customer.
· Maintains an accurate and up-to-date knowledge of the technology vendors and what services they provide.
· Responsible for troubleshooting hardware and software issues before contacting the appropriate vendor.
· Performs other duties as assigned.

SKILLS & ABILITIES
· Demonstrated ability to pay close attention to detail and exhibits accuracy with numbers.
· Possesses excellent computer skills, specifically Microsoft Office Suite.
· Proficient in the ability to learn the Counterpoint POS software and Passport Accounting software.

· Efficiently works under pressure and perpetual deadlines to complete assigned projects.
· Proven ability to maintain confidentiality of company and customer records.
EXPERIENCE REQUIREMENTS
· Minimum of three (3) years of experience in a business bookkeeping role.
· Minimum of two (2) years of experience in assisting with the technology needs for a business.

· Minimum of one (1) year experience in collection support.
· Previous experience working in Microsoft Office Suite, including Excel and Word.
EDUCATION REQUIREMENTS
· Bachelor Degree in Accounting, Business or similar field of study.
Contact: Debbie Lacy Goodman

Director of Operations

KBC International Horse Supplies
140 Venture Court, Suite 1

Lexington,Kentucky 40511

Local:  859.253.9688 Ext. 117

Toll-Free:  800.928.7777

Fax:  859-253-9669

Email: dgoodman@kbcint.com
