			Accounting Assistant
[bookmark: _GoBack]Good Communication, interpersonal, and organizational skills are needed in order to understand and be effective with executing daily tasks. Flexibility is another key to success as some of the tasks may change daily. Reliability and dependability is a must. This individual must be able to work independently with little or no supervision, but must also be a team player.
Duties include:
· Maintain accounting database for our Chinese entities
· Communicating with our Chinese accounting employees
· Reviewing weekly and monthly spreadsheets received from our Chinese location for accuracy
· All other duties as required 

	

	Requirements:

	Minimum Requirements:
This is a full time position. High school or GED required. Some college is preferred.
1-2 years experience in accounting. Basic Microsoft office skills preferred (Outlook, Excel, Word, Powerpoint, etc.).
Compensation commensurate with experience and includes salary plus other benefits.
Interested candidates should submit a cover letter explaining their qualifications along with a resume to Human Resources: hrinquiries@wilspec.com or fax: (405)495-8999.









