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Accounting Do MEATE | dE H-9

1. Prepares documents for issuing vendor and expense check
2. Makes documents for monthly / annual project HE 22
3 Filing LAC , DvP documents / Processes Loan Payment etc.
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1. Bachelor's degree in related field
2_Proficiency in Microsoft Office, advanced in Excel

3. Strong written and verbal communication skills
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1. Answer inbound calls
2. Organize and maintain database
Heus - : ¥y 2@
3. Process SG&A expenses and employee reimbursement
= 4. Make data entries in QuickBooks & SAP systemn
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1. Collect and organize daily company credit card receipts
2. Check and input company credit card expenses into system;
|28 | prepare bi-weekly payments a 23
3.Input company bills into system and issue checks in timely
T manner etc.
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: - =X HHEEH BEAFEL Dadeville, Alabama

= 287 USA f Alabama / Dadeville 22X FEZ

RAUEF Accounting e MEATE 4" | H-O

Tracking and Managing cashflow in a daily basis and report it to
ERW{E | the manager and perform A/R and A/F Process. Also handle the | S £

bank and loan related process as needed.
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1. Assist with Accounts Payable/Accounts Receivable
EZWE | 2 Maintain Accounting Files& Bill of loading/POD organization | S S8
3. Prepare mailings for the Accounting department ete.
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