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Job Opening: Billing Specialist
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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
This position is responsible for performing tasks necessary for the processing of timely and accurate customer invoices.   

Essential Functions
· Call customers and distributors to obtain necessary documentation to support billing.
· Prepare necessary documentation for processing of invoices.
· Scan relevant documents associated with billing.
· Update and maintain related financial systems, spreadsheets, and bank status. 
· Complete regular reports and statements. 
· Quickbooks database entry.
· Complete special projects as assigned. 

QUALIFICATIONS
Knowledge, Skills, Abilities
· Ability to perform work and deliver results with minimal supervision.
· Ability to make appropriate decisions and solve problems.
· Strong communication skills, both verbally and in writing.
· Organizational skills.
· Ability to process transactions with accuracy and attention to detail, while not sacrificing volume.
· Ability to perform multiple tasks simultaneously.
· Solid computer skills including Microsoft Office Suite, specifically Excel.

Education, Training, Experience
· Associates degree in accounting required and bachelor’s degree desired.
· Minimum of two years of related accounting experience.

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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