
                  Baldwin & Associates, LLC
              Certified Public Accountants

       800 Belford Ave. Ste 100, Grand Junction, CO 81501

Job Type

Full-time

Benefits

Health insurance

Simple IRA

Paid time off

HSA

Opportunities for advancement

Flexible schedule

Full Job Description

Position Summary:
A strong candidate for this position will have bookkeeping experience working with multiple companies, payroll and/or tax knowledge. We are looking for an individual that is flexible and able to seamlessly shift between tasks based on emerging priorities. Customer Service is as high a priority as teamwork within the office. At times the position will call for face to face client interaction, interacting over the phone and email with clients. Candidates must be willing to work internally with teamwork as well as externally with client to ensure accurate bookkeeping and document procedures to streamline future work. You will be an integral part of the team and future business development.
Essential Job Functions:
· Gain and maintain knowledge of accounting practices and payroll changes to have a comfort level of explaining if needed to clients.
· Promote trust and respect among associates.

· Collaborate with team members to encourage teamwork.

· Maintains records of financial transactions by establishing accounts; posting transactions; ensure legal requirements compliance.

· Maintains general ledger by transferring subsidiary account summaries.

· Balances general ledger by preparing a trial balance; reconciling entries.

· Maintains historical records by filing documents.

· Prepares financial reports by collecting, analyzing, and summarizing account information and trends.

· Complies with federal, state, and local legal requirements by studying requirements; enforcing adherence to requirements; filing reports; advising management on needed actions.

Minimum Position Qualifications:
· Some College – working towards a degree

· Prior experience with general accounting duties and Quickbooks

· Payroll experience a plus

· Tax preparation experience a plus

· Excellent written and verbal skills

· Proficient computer skills, including Microsoft Office - specifically Excel

· Highly organized, with extreme attention to detail.

· Willingness to learn and to grow with the company
