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. QuALITY aSIAN - Chin’s Import Export Co., Inc.
FOOD SERVICE
Portland Chiropractic Clinic, LLC SITRISVISE  gaas \ pivergate Bivd, Porfiand OR, 97203

(503) 224 - 4082
keith@chinsimport.com

Dr. Kevin Chang

FHE BE6T Bilingual Accounting Assistant
IMPORT EXPORT B
g@i 3(7)]3.5205:;)::: wnennsmporcom  Chinese / English

@R  503.257.1452 SR HE S = B I

- FiRERIEEE - ENRE

R  BIURERS (IME) As an Accounting Assistant regular duties would include,
- NABHEIRE but not limited to:
w”m@mﬁﬁﬁﬁg% X ® Customer Calls — Answer questions when customers call
2H—Z0 : 9am-6pm _ _ ,
£8F * 7% : 9am-4pm regarding their account. Customers may speak English,
e 1 EMBRE Cantonese, or Mandarin.

MR E B HEE
1T AR RER
» BUFIBRATERA
12741 NE Halsey Street, Portland, Oregon 97230
www.portlandchiroclinic.com

® /nvoicing. You will be expected to include the timely
processing of local, as well as out of town invoices.

® Order Entry Posting - This task encompasses the
accounts receivable (A/R) posting of completed and signed
invoices.

N\ ” j j A 1996|':EF'1$ ® Payment Reminder - Remind customers for payment when
= ' - % their invoices are due.

. A o (R 'I'/‘ﬁﬁ EiRNAG = Gt | © A/P Processing - Record A/P invoices to QuickBooks. Issue

payments according to the agreed payment term with
BRE AKFAST vendors. Reconcile invoices and payments with statement.
® Filing — Daily filing of completed invoices, upon
i R ) completion of Order Entry posting. Filing of completed

| ¢ oregoman}ﬁ% : Accounts Receivable (A/R) invoices should be “batched”

i&ﬁ%%ﬁﬁéﬂg ¢§§EZ_ on a weekly basis.

8975 SW Beaverton Hillsdale Hwy(Hwy 10)
* Portland, OR 97225
B @i : www.chinadelightpdx.com

® Send resume to: keith@chinsimport.com

Language: English, Cantonese (preferred)

Job Type: Full - time — Monday to Friday

Skills: Knowledge of Microsoft Office, Quickbooks, 10 key

Pay: $18.00 per hour

Benefits: Dental & Health Insurance, Paid Time Off, Retirement Plan, Tuition

AR ERE : 7:00 AM ~ 1:30 PM EEH—IkS
4 £ :1:00 AM ~ 1:30 PM : .
% £ :4:00PM~9:00PM EEE: 503-297-3388 Reimbursement

HIGIHSINCE EXPRESS Sl bdls - b :ﬂ FAvARRLY %Ig;! .
- 3, - 4
382 & E = A 3 ot T

TE: BEAE. 9. L. R

TEROK: REsRENGE, WILIAEITSF, FE. N{EEREMHE
TiEeRE: EFIORZEMR L6EL ( F{R—/eF )
TIERIEA: FR—ZERA

T&: 16//1M6F, SAEA14//06F (A AE—EA )

Victor Wang

B 75:503-388-7777
15 :hellousaily

YERE

RN, RRBEN)

I

MEFABUS/ANG, W1 SETARE T A
- 5 i EE AR AT HRBTE  CCB#227420
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4410 SE 82nd Ave, Portland, OR 97266 (Eastport Plaza Shopping Center)
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