Himelsein Group Inc. Bookkeeper Internship Job Description
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Job Description

	TITLE:
	Bookkeeping/General Office Administration

	COMPENSATION:
	

	HOURS:
	Part-time Flexible (will adjust to school schedule)

	LOCATION:
	1129 State Street, Suite 6 Santa Barbara, CA 93101

	REPORTS TO:
	President

	MANAGES:
	None


Founded in 1968, the Himelsein Group of Companies includes international high technology, mineral trade, real estate investment and venture capital, finance banking and collateral lending. 

SUMMARY

The primary purpose of this job is to maintain and ensure the accuracy of entities, control bookkeeping duties including but not limited to accounts receivable and payables. The ability to maintain fluid communication between President and office personnel while upholding complete discretion, confidentiality and professional judgement in all situations presented. 
· Record financial transactions in bookkeeping software
· Creation of new income and expense accounts 
· Categorization of income and expenses in bookkeeping software
· File and organize receipts and other accounting materials

· Release payroll at the beginning of the month

· Transfer funds when necessary
· Reconciliation of general ledgers
· Monthly bank and credit card reconciliations for all entities

· Pay monthly invoices
· Posting of incoming payments received for all entities and loans

· General office duties

QUALIFICATIONS (The requirements listed below are representative of the knowledge, skill and/or ability required.)
Education and Experience
· Accounting knowledge
· Solid understanding of basic bookkeeping and accounting payable/receivable principles

· Proficiency in English and in QuickBooks

· BA in Finance, Accounting or Business (or a Junior/Senior working on the degree)
Knowledge

QuickBooks

Excel

PowerPoint

MS Office

Bravo Pawn Systems (A plus but not required)

Language Skills

Knowledge of English usage, grammar, punctuation, and spelling

Ability to read and understand instructions, memos and documents 
Ability to listen effectively

Ability to speak and respond effectively to questions of employees

Mathematical Skills

Ability to apply addition, subtraction, multiplication, and division concepts using whole numbers

Reasoning Ability

Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram form

Ability to analyze situations and implement solutions independently

Ability to quickly identify and resolve problems

Other Skills and Abilities

Ability to work cooperatively establish and maintain effective work relationships with customers and staff while performing duties

Ability to organize work to meet deadlines

Compensation
$13-25/hr depending on experience
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