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Essential Duties:

+ Understand and follow Applied Medical's Quality Systems (QS) per training.

* Read, write, speak and communicate effectively with other team members, and comprehend work and safety
instructions.

+» Understand and comply with safety rules and Company policies.

- Support Accounting Manager for the timely completion of monthly, quarterly and annual financial closings (US


https://www.careercross.com/company/detail-438754

GAAP), including the preparation of journal entries and account reconciliations.
- Ensure vendor invoices are processed, coded and input properly into SAP system.
- Ensure appropriate and timely payment of vendor invoices.

- Review and ensure expense reports fall within policy and process payment.

- Ensure customer invoices are properly processed and sent to the customer.

- Ensure proper and timely application of customer cash receipts.

- Properly manage fixed assets and accurately record them in the ledger.

- Backup and assist Accounting Manager and other teams as needed.

Other Duties and Responsibilities:

- Engage in office administration work where deemed necessary.

- Perform other duties and responsibilities as needed.
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Knowledge, Skills, and Abilities:

- Bookkeeping and accounting knowledge.

- Experiences in ERP systems such as SAP or equivalent in finance application area.
- Effective written and verbal English communication skills.

- Excellent computer skills including spreadsheet, presentation and word processing.
- Enthusiastic team player with strong interpersonal skills.

Education and/or Formal Training:
University Degree in Accounting/Finance, or business administration preferred.

Experience:
Minimum 2 years’ experience in Finance and Accounting preferred.

Material and Equipment Used:
General office equipment
Microsoft Office Suite

SAP

Adobe Suite

Internet
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