Office Assistant/Bookkeeper
Location:  Merrillville, IN  46410




Status:  Full Time Employee

Relevant Work Experience:  2 to 5 years

Education Level:  Associates Degree

Established CPA firm in Northwest Indiana is looking for an office assistant/bookkeeper to join our firm. Ideal candidate will have experience in general office procedures, general ledger maintenance, processing of payroll, preparation of federal and state payroll tax returns and sales tax returns.
Responsibilities to include:

· Maintenance of general ledger for firm clients

· Reconciliation of bank statements

· Maintenance of fixed asset depreciation records

· Preparation of loan amortization schedules

· Completion of insurance audit forms 

· Assist in preparation for compliance unemployment and tax audits

· Processing of biweekly payroll for firm clients

· Preparation of monthly, quarterly and year end payroll tax returns

· Preparation of monthly sales tax returns

· Assist with variety of general office responsibilities

Skills:

· Organized with the ability to work on multiple projects

· Sensitivity to deadlines and timely processing of information

· Good verbal and written communication skills

· Detail oriented

· Knowledge of Excel and QuickBooks a plus

Compensation and Benefits:

· Salary commensurate with experience
· Benefit package includes:
· Eligible for Participation in Health Insurance Program
· Participation in Retirement Plan with Company Match
· Paid Vacation and Holidays
· Continuing in-house training provided
· Hybrid Work Environment Available
If you are seeking an excellent professional growth opportunity and are eager to learn more about joining the oldest and largest accounting firm in Northwest Indiana and becoming an integral part of our team, please submit your resume.

Contact Information:

Company:  Swartz Retson & Co., P.C.
Contact:  Deb Van Prooyen
Email:  dvanprooyen@swartz-retson.com

Swartz Retson & Co., P.C. is an Equal Opportunity Employer.

