
 
 

 

POSITION TITLE:  ACCOUNTING CLERK - ACCOUNTS RECEIVABLE  
 
DEPARTMENT:  FINANCE 
 
ACCOUNTABLE TO:  SENIOR ACCOUNTANT 
 
STATUS:   FULL-TIME, NON-EXEMPT 
 

Major Areas of Accountability:  
As an Accounts Receivable Clerk, you will be responsible for managing the financial transactions 
related to the receivables of the organization. Your primary focus will be on ensuring accurate 
and timely invoicing, tracking, and collecting payments, resolving discrepancies, and maintaining 
positive relationships with internal and external customers. This role requires attention to detail, 
strong organizational skills, and the ability to work effectively in a collaborative team 
environment. 
 
Qualifications: 

• Proven experience (2 to 3 years) as an Accounts Receivable Clerk or in a similar role. 

• Familiarity with accounting software and proficiency in Microsoft Excel. 

• Strong attention to detail and excellent organizational skills. 

• Effective communication and interpersonal abilities. 

• Problem-solving skills and the ability to work independently. 

• Proven Team Player 
 
Key Responsibilities: 
1. Invoicing: 

o Generate and issue accurate and timely invoices to customers based on provided 
services or products. 

o Ensure invoices are compliant with company policies and client agreements. 
 

2. Payment Processing: 
o Record and track incoming payments, including checks and electronic transfers. 
o Reconcile payments received with invoices issued, identifying, and resolving 

discrepancies. 
 

3. Collections: 
o Follow up on overdue accounts and ensure timely collection of outstanding 

balances. 
o Communicate with internal and external customers regarding payment-related 

inquiries, discrepancies, and payment plans. 
 
 
 
 
 



 
 

4. Recordkeeping: 
o Maintain organized and up-to-date records of all transactions, invoices, and 

payments. 
o Prepare and analyze accounts receivable reports for management. 

 
5. Customer Relations: 

o Build and maintain positive relationships with internal and external customers to 
facilitate smooth payment processes. 

o Address internal and external customer inquiries and provide necessary 
documentation to support billing and payment activities. 
 

6. Reporting: 
o Prepare regular financial reports related to accounts receivable for internal and 

external stakeholders. 
o Provide information for audits and assist in the preparation of financial 

statements. 
 

7. Team Collaboration: 
o Collaborate with other departments along with other finance team members, to 

ensure accurate and efficient processing of receivables. 
o Collaborate with other departments and other finance team members, to ensure 

accurate and efficient processing of receivables. 

8. Bank Deposits: 
o Process checks received, prepare bank deposits, and schedule with courier for 

delivery to bank or process electronically. Maintain accurate log of all deposits to 
ensure that all funds are accounted for. 

 
9. In-Kind Reporting: 

o Process in-kind reports through simpleview software to keep an accurate record 
of donated goods and services provided by members to New Orleans & Company. 

 
10. Quarterly Goal Reporting: 

o Verify all departments’ goal figures and supporting documentation monthly for 
accuracy.  Maintain worksheets with quarterly figures.  Provide monthly and 
quarterly reports as needed or requested. 

 
11. Fixed Assets: 

o Reconcile monthly fixed asset inventory.  Conduct an annual inventory of all 
furniture, fixtures, equipment, and leasehold improvements.  Reconcile physical 
and manual inventory with fixed asset software to account for all additions and 
disposals.  Update, reconcile accordingly prior to calculating and running year end 
depreciation. 

 

 



 
12. Record Retention – Inventory Box Control 

o Maintain archived records, organize file room, storage room and arrange for 
movement of boxes from the finance department at least twice a year to a secure 
locked area located on the first floor.  An annual review or records will be 
necessary to purge documents that no longer need to be retained.  Work with Vice 
President of Finance & Senior Accountant and assist as needed with the document 
shredding process. 

 
13. Back Up for Other Team Members: 

o Responsible for the backup of depositing, reviewing, and reconciling alternate 
funding (Tourism Support Assessment) and other duties to be determined. 

 
Education and/or Experience: 
One year certificate from college or technical school and five years’ experience and/or training; 
or equivalent combination of education and experience. 
 
Computer Skills: 
Must be proficient in Microsoft Word and Excel, spreadsheet, and database programs in a 
Windows environment. 
 
Language Skills: 
Ability to read and comprehend simple instructions, short correspondence. Proficiency in 
effectively presenting information in one-on-one and small group settings, to customers, both 
internal and external, as well as fellow employees within the organization. 
 
Mathematical Skills: 
Ability to calculate figures and amounts such as discounts, interest, commission, proportions, 
percentages, and area. Ability to apply concepts of basic algebra and geometry. 
 
Reasoning Ability: 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, 
or diagram form. Ability to deal with problems involving several concrete variables in 
standardized situations. 
 
Physical Demands: 
While performing the duties of this job, the employee is regularly required to sit; and use hands 
to finger, handle or feel objects, tools, or controls; reach with hands and arms; and talk or hear. 
The employee is required to stand and walk. The employee must occasionally lift and/or move 
up to ten pounds. Specific vision abilities required by this job include close vision, distance vision, 
and depth perception. 
 
Work Environment: 
The working environment is typical for an office and does not require exposure to difficult or 
hazardous conditions. 
 
 
 



 

 

Note: This job description is intended to convey information essential to understanding the 
scope of the Accounts Receivable Clerk position. Duties and responsibilities may be subject to 
change, and additional duties may be assigned as needed to meet the evolving needs of the 
organization. 

 
Disclaimer Statement: 
The above is intended to describe the general content of the requirements for performance of 
this job. It is not to be construed as an exhaustive statement of duties, responsibilities or 
requirements and does not imply a contractual agreement. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
New Orleans & Company provides equal employment opportunities to all employees and applicants for employment 
without regard to race, color, religion, gender, sexual orientation, gender identity, national origin, age, disability, 
genetic information, marital status, or status as a covered veteran in accordance with applicable federal, state, and 
local laws. New Orleans & Company complies with applicable state and local laws governing non-discrimination in 
employment in every location in which the organization has facilities. This policy applies to all terms and conditions 
of employment, including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves 
of absence, compensation, and training.  

 


