[image: ]
[image: ]INDUSTRIAL REPAIRS



Payroll /Office Administrator

Job Description

We are currently seeking an experienced and detail-oriented Payroll/ Office Administrator to join our team. This is a full-time position. As the Payroll / Office Administrator, you will be responsible for handling all aspects of accounts receivable, payroll, and general office administration.

Responsibilities

Manage accounts receivable processes, including estimates, invoicing, payment processing, and reconciliation.
Handle all payroll functions, ensuring accurate and timely processing of employee payments.
Perform general office administration tasks.
Collaborate with team members to ensure smooth office operations.

Requirements

Experience in accounts receivable and payroll.
Strong administrative skills with the ability to multitask and prioritize tasks effectively. Exceptional attention to detail and accuracy. Excellent written and verbal communication skills.
Proficient in using accounting software and MS Office applications. Experience with QuickBooks or similar payroll processing systems is an asset.
-	Ability to work in a fast-paced work environment.

Application Process

Please submit your application to lkooses@aulcp.com
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