Firm/Company Name: Smith Magram Michai| Website: www.InjuryLawyerNJ.com

Job Title: Work Option: [i.e.: onsite, hybrid, remote, etc.]
Bookkeeper - Legal onsite

Department/Group: Posted By: Edward J. Magram, Esq.

Location: Burlington, NJ Travel: no

Salary Range: $23.35 - $24.75 per | position Type: li.e.: full-time, part-time, etc.]
hour part-time

HR Contact: Edward J. Magram Date posted:

How to Apply: (Fax, Email, Mail, Link, etc.):

Email: EdMagram@comcast.net or CKColonna@InjuryLawyerNJ.com

Job Description

Smith Magram Michaud Colonna, P.C. is a small personal injury law firm in Burlington, NJ.
We have 3 lawyers, 3 support staff members, and a bookkeeper. Our work environment
includes a relaxed atmosphere and casual work attire. We are in need of a part-time
bookkeeper who would work approximately 10 hours/wk over 2 or 3 days.

Brief Summary:

General Legal Bookkeeping including:
Duties: - Perform account reconciliations and maintain general ledgers
- Manage accounts payable and accounts receivable
- Prepare financial statements and reports
- Process payroll and maintain employee records
- Assist with budget preparation and monitoring
- Conduct bank reconciliations and journal entries
- Handle tax-related tasks in compliance with local regulations
- Utilize PC Law software to manage data effectively

Skills/qualifications: _ proyen experience as a Bookkeeper or in a similar role (experience in a legal office
preferred)
- Proficiency in technical accounting principles and practices
- Strong account analysis skills
- Familiarity with PC Law or similar financial software
- Knowledge of financial concepts, budgeting, and reporting
- Experience in bank reconciliation, journal entries, and tax procedures
- Ability to generate accurate financial reports
Preferred Skills:
- Familiarity with PC Law software application
- Strong attention to detail and organizational skills
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