HIRING!

Accounting Assistant

Stahl Sheaffer is currently seeking to hire a full-time Accounting Assistant to join our team in our State College, PA
office.

Responsibilities:

e Analyze, produce, and post various client invoices for multiple Project Managers
e Communicate with clients about their accounts receivable status
e Assist the staff with various administrative tasks

Required Skills & Experience:

e Proficiency in Microsoft Office programs

e Prior experience with Ajera or other accounting software programs

e Highly skilled in dealing with financial and numeric data

e The ability to work with and maintain confidential information

e Excellent oral, written, and interpersonal skills with clients, vendors, and colleagues

Minimum Requirements for the Position:

e 2+ years of relevant experience in an accounting or administrative position
e Ability to lift at least 20 Ibs.
e Avalid driver’s license and daily access to a motor vehicle

Stahl Sheaffer Engineering is a multi-discipline civil/structural engineering firm that has been providing services since 2006

Send resume to careers@stahlsheaffer.com Stahl Sheaffer Engineering is an Equal Opportunity Employer
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