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LIVE BLACK MUSSE SALMON STEAK _ TINY OYSTER MEAT
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Portland Chiropractic Clinic, LLC

Dr. Kevin Chang
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QUALITY ASIAN
FOOD SERVICE
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Chin’s Import Export Co., Inc
CHIN'S

9333 N Rivergate Blvd,
Portland OR, 97203
(503) 224 - 4082

Bilingual Accounting Assist. - Chinese / English 7 4:Ex=4y d: ) B %1

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

® Payment Reminder - Remind customers for payment when
their invoices are due.

® A/P Processing - Record A/P invoices to QuickBooks. Issue
payments according to the agreed payment term with
vendors. Reconcile invoices and payments with statement.

® Filing — Daily filing of completed invoices, upon completion of
Order Entry posting. Filing of completed Accounts Receivable
(A/R) invoices should be “batched” on a weekly basis.

® Send resume to: keith@chinsimport.com

IMPORT EXPORT

Language: English, Cantonese (preferred)

Job Type: Full - time — Monday to Friday

Skills: Knowledge of Microsoft Office, Quickbooks, 10 key
Benefits: Dental & Health Insurance, Paid Time Off, Retirement Plan
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e Customer Calls — Daily calling to house accounts to obtain
weekly customer orders. Customers may speak English and
Cantonese

e /nvoicing. You will be expected to include the timely
processing of local, as well as out of town invoices in order
that warehouse distribution can be accomplished in a
satisfactory & timely manner.

@ Command of basic typing skills (minimum 45 WPM), 10 key to
touch, cordial telephone message skills, knowledge of
standard accounting practices (including A/R, inventory, A/P),
knowledge of Windows XP, general word processing skills
(MS Word), knowledge of spreadsheet (MS Excel), Bilingual
in English & conversational Chinese (reading & writing in
Chinese is not a requirement).
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