[image: C:\Users\Tina\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\O35X7NR8\back_to_school_secretary_animated[1].gif]Local accounting firm is seeking a part-time billing/administrative assistant
Duties include:
· Prepare monthly invoices for clients using Microsoft Excel/Word 
· Perform administrative duties as needed (answer telephone, shred paper, etc.) 
· Purchase office supplies as needed
· Light office housekeeping (weekly)
· 12-24 hours per week, 24-40 during first week of month (billing week) 
· Flexible schedule
· $12/hour during training, $15/hour after
· Annual bonus
· Retirement savings account after two years
Call or email to set up an interview
Tina (734) 522-3420   tmlarkinassociates@gmail.com
15728 Farmington Road
Livonia, MI 48154
Larkin & Associates, PLLC

Part-time Billing Assistant 


image1.gif




