Position Title City, State Length Stipend
Accounting Intern Cypress, CA 12 74 & $16.00/Hour

Job Descriptions

. Collect and organize daily company credit card receipts

. Check and input company credit card expenses into system; prepare bi-weekly payments
. Record and issue bi-weekly reimbursements

. Input company bills into system and issue checks in timely manner

. File check-copy and invoice documents in folders

. Assist in monthly closing with checking all expense category
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. Be prepared to assist with any other accounting and administrative tasks when necessary

Company & City Information
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Academic Background
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