	ROLE: FIRM ADMINISTRATOR

	PURPOSE
	The Firm Administrator is first point of contact for office visitors and also provides administrative support to all staff.  .

	RESPONSIBILITIES
	Administrative duties:
Answering, screening and redirecting phone calls
Greeting clients and other visitors
Bookkeeping:
Entering bills and credit card transactions
Processing expense reports
Printing checks
Entering deposits
Reconciling bank accounts and credit cards
Entering payroll in PayCycle using Practice time reports and paying payroll taxes
Creating QB paychecks from PayCycle reports
Entering retainers in Practice, QB, and Retainer.xls. Reconciling all.
Entering receipts in Practice and reconciling to QB accounts receivable balances
Entering billable expense in Practice and QB
Reviewing general ledger at month end and making corrections
Other duties as delegated by Executive Assistant

	QUALIFICATIONS/SKILLS AND EXPERIENCE AND PERSONAL ATTRIBUTES
	High school diploma
[bookmark: _GoBack]1 year prior experience with QuickBooks
Detail oriented
Friendly and can build rapport with clients, vendors, and staff



