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Family Office Services Bookkeeper


Description:

EKS&H PC is Denver's fastest growing accounting and consulting firm voted a Best Place to Work Company by their employees through the Denver Business Journal and most recognized as one of the “Top 25 Medium Size Companies to Work for in America” by the Society of Human Resource Management (SHRM), Entrepreneur.com and the Great Place to Work Institute. 


EKS&H has experienced exceptional and continual growth by developing our professionals and have a unique environment that fosters creativity and rewards individuals who bring value to clients. We are currently seeking Bookkeeper for our Family Office Services Group. 

General responsibilities: 
1. Daily invoice data entry including:

a. Generating, preparing, and tracking reoccurring invoices

b. Detailed credit card coding

c. Invoices per the client’s mail

2. Prepare deposit and send (deposit) at the appropriate institution.

3. Manual entry of checks & deposits from client’s accounts.

4. Monthly bank reconciliation and cash management 

5. Mange payroll; internally or externally

6. Prepare and post investment activity

7. Maintain detailed documentation 

Requirements:
1. Bookkeeping experience ; a basic understanding of accounting terminology, debits and credits, and investment statements

2. Project management, organization, and attention to details skills

3. Experience in Excel, Word, & Adobe.  Datafaction software experience a plus but not required.
4. Ability to work in a team & a strong work ethic

5. Strong written and oral communication

Please contact and/or send your resume to Lori Nelson, HR Partner at lnelson@eksh.com or McKay Sharp at msharp@eksh.com 
