Accounts Receivable Coordinator – Part-Time
Continental Flooring Company, a nationwide flooring contractor, seeks an organized and bright person to join our accounting team on a part-time basis in the Accounts Receivable area. This person should be self-confident, thorough and internally motivated. The ideal candidate will be someone with a congenial personality and organized and analytical mind.

Primary responsibilities for this position include accounts receivable clerical functions, accounts receivable collections from governmental agencies, periodic brief periods acting as backup receptionist and other miscellaneous administrative and accounting functions.  

Skills/ Requirements:

· Positive, self-motivated attitude 

· Strong Organization Skills

· Detail Oriented

· Excellent interpersonal communication skills 

· Computer Literate, including keyboard and 10-key by touch
· High school diploma or GED
This position requires 15 – 18 hours per week, with some degree of flexibility in scheduling available.  Drug testing, skills testing, and background checks are a condition of employment.  EOE M/F/V/D 

Please forward a cover letter stating your salary requirements, along with your resume to  jobs@continentalflooring.com. No phone calls please.
Notes: Company is located in Scottsdale off of the 101 and Via Linda. Visit www.continentalflooring.com for additional company information.

