JOB LEAD FOR: 

(13 Management)
***************************************************************************************************************

JOB OPENING DATE: 15 October 2012

JOB CLOSING DATE: 30 December 2012




EMPLOYER: 13 Management


JOB TITLE:      Bookkeeper/Financial Administration                

JOB LOCATION:   Nashville, Tenn
PAY / BENEFITS: $30-32,500 annual salary, with benefits and potential for discretionary bonus at end of each calendar year.
JOB DESCRIPTION: Bookkeeper and administrative support for a new Financial office in a rapidly growing and successful business.  Responsible for entry of data, maintenance of files and general support of a small team of CPAs
QUALIFICATIONS: Several years experience in bookkeeping skills.  Highly proficient in technical skills.  QuickBooks experience a definite plus.  Strong, positive references
Additional Qualifications: Highly motivated, good with people, hard worker and skilled communicator  Proven excellence in administrative and organization skills are a must.

COMPANY REPRESENTATIVE TO CONTACT: l.chevalier@13managenment.com
Send resume to POC above by:          e Mail  [X  ]          Fax  [  ]         In Person [  ]
REMARKS: Possibly two position desired.  Availability to start in near term strongly preferred.  
