Office administrator
Start off the New Year with a new job.

Full time position with a growing company in Thornton.  A great opportunity for the right person to be an integral part of our corporate team.  Relaxed, friendly office environment.
You must possess:
· Office administration experience

· Excellent MS Excel skills

· Payroll experience 

· Accounting/bookkeeping experience 
· A Professional demeanor

· Ability to manage multiple tasks

· Strong computer skills

· Able to reconcile various types of data

· Positive and have a “can-do” attitude

Responsibilities:
· Invoice clients
· Submit data to 3rd party payroll servicer

· Generate invoice detail reports

· Maintain and create various spreadsheets

· Be primary contact for On-site managers in other states

· Maintain employee information in the payroll system

· Set up new employee files

· Other projects and tasks as assigned

Email resume with professional references.
Annual salary of $33,000 to $37,000, Paid holidays, PTO, Vacation
Must pass a criminal background check.
