(ood Shepherd Lutheran Services

Enhancing the Quality of Life in Our Community

JOB SUMMARY - BUSINESS OFFICE

Accounts Receivable Representative and Accounts Payables/Payroll
Representative:

e Must possess some knowledge of accounting principles, computer skills,
various correspondence duties, telephone procedures, filing procedures and
good customer service skills. Must be able to meet the public, and the ability
to carry out good public relation duties. Must possess some knowledge in
using office equipment and supplies. Must have sincere desire to work with
residents, staff, visitors and family members.
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