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Job Opening: Accounts Payable Clerk

About NABCO Entrances, Inc.
NABCO ENTRANCES manufactures superior quality Gyro Tech brand automatic sliding doors, manual sliding doors, automatic swinging doors, manual swing doors, door conversion units, fire doors, bi-fold doors, activating devices for automated pedestrian doors and specialty doors that are distributed throughout North America. NABCO ENTRANCES is renowned for cutting edge technology backed by dependable service creating viable solutions for the challenges faced in today's commercial environment.
In 1971, Gyro Tech changed the automatic door industry by pioneering the first electromechanical operator. Since then, NABCO Entrances has been dedicated to being the premier supplier of quality entrance system products that meet growing pedestrian needs, and the needs of retail stores, hospitals, schools, restaurants and other commercial and industrial institutions throughout North America.
NABCO openly encourages creative teamwork among employees, management and its independent distributors in order to continually provide timely and effective solutions through the on-going development of a prompt delivery system, shorter lead-times, and the development of new products in response to market needs.
Position Summary
The detail-oriented individual is responsible for accounts payable transactions. This position monitors and resolves payable issues and generates regular reports.  

Essential Functions
· Enters all vendor invoices for the U.S. operations (Corporate headquarters, along with 6 U.S. Branches currently)
· Reconciles processed work by verifying entries and comparing system reports to balances.
· Charges expenses to accounts and cost centers by analyzing invoice/expense reports; recording entries.
· Pays vendors by monitoring discount opportunities; verifying federal id numbers; scheduling and preparing checks; resolving purchase order, contract, invoice, or payment discrepancies and documentation; insuring credit is received for outstanding memos; issuing stop-payments or purchase order amendments.
· Pays corporate credit cards by receiving statements and verifying corresponding receipts.
· Prepares check listings for invoices to be paid weekly.
· Maintains accounting ledgers by verifying and posting account transactions.
· Verifies vendor accounts by reconciling monthly statements and related transactions.
· Works closely with purchasing and receiving to resolve three-way match issues.
· Enters new customer and vendors into the accounting system.
· Reviews the unvouchered account to determine what invoices are missing in the system.
· Conducts account research and analysis related to accounts payable
· Prepares monthly accounts payable reconciliations

QUALIFICATIONS
Knowledge, Skills, Abilities
· Knowledge of General Accounting Principles.
· Knowledge of QuickBooks and SAP is preferred but not required
· Proficiency with MS Office (particularly Excel).
· Positive, proactive attitude with a customer focus and follow up.
· Strong organizational skills including the ability to prioritize and multitask.
· Solid communication skills, electronically and verbally.
· Ability to follow up on accounts in a highly professional manner.
· Analysis skills to assess accounts payables.

Education, Training, Experience
· 5 or more years of Accounts Payable experience.
· Associates degree in accounting or a related area preferred.

Working Conditions and Physical Demands
Work is performed inside, with little to no exposure to weather conditions. May be noisy at times due to proximity to factory.

Benefits at NABCO Entrances, Inc.
We offer a highly competitive benefits package, including: paid vacation / holiday / sick time, employer matching 401(k) plan, health, dental and vision insurance, plus 100% employer paid Life, STD and LTD.

Ready to apply?  Please send your resume and salary expectations to careers@nabcoentrances.com or mvite@nabcoentrances.com
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