Billing Coordinator
Kreischer Miller is one of the largest accounting, tax and advisory firms in the Greater Philadelphia area. The firm’s original vision remains a hallmark 30 years later—blending the high-level skills offered by international firms with a highly personalized level of service. We continue to expand our services and resources to meet our clients’ needs.

Building the best team in the marketplace and rendering world-class service are cornerstones of our success. We know our clients have many choices in service providers, and we work hard every day to justify their choice of Kreischer Miller. 
Kreischer Miller, voted “One of the Best Places to Work in Pennsylvania” for four consecutive years, continues to prosper and grow. As a public accounting firm with over 175 team members located in Horsham, PA, we are currently seeking to add talented professionals to our outstanding team, including hiring a Billing Coordinator to join our Internal Operations Team.
Summary of Duties and Responsibilities
To provide excellent client service to all staff levels by processing the firm’s client billings, accounts receivable and related functions, and printing reports accurately and timely, while adhering to KM’s professional format.  Prioritize workload, and communicate with all professionals on work expectations and billing processes.  Provide administrative support to other departments in the Firm if needed.
Desired Personal Values and Capabilities:

· Accuracy

· Detail oriented

· Excellent grammar and spelling

· Team player - Friendly, proactive support of other departments in the firm

· Client-service oriented

· Ability to prioritize workload to meet deadlines

· Ability to communicate effectively

· Willingness to take on new responsibilities

Education & Skill Requirements:
High School diploma required with a minimum of 1-3 years related business experience.  Bookkeeping and/or accounting experience desirable.

· Excellent knowledge of Word.  Familiarity with fonts, formatting, tables and macros, and must be proficient with linking tables from Excel.

· Must be proficient with Excel spreadsheet preparation (including entering and creating formulas and macros) and formatting.

· Hands-on experience using a ten-key calculator and knowledge of mathematical functions.
· Strong proofreading skills and knowledge of proper use of grammar, punctuation 

Working Conditions:
Kreischer Miller offers a dynamic workplace within a challenging environment.  Smart business casual attire for an office environment.   
