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Position Title City, State Length Stipend
1. HR, Gengral Admlnlstratlon Assistant Los Angeles, CA 124 $2.600.00 / Month
2. Accounting Assistant

Job Descriptions

1. HR, General Administration Assistant

- Assist with EZLM Time Recordkeeping Management (ADP Attendance Record Keeping)

- Assist with the new hire's recruiting process (Job Interview Schedule Set up, etc.)

- Assisting in the planning of company events. (Monthly Lunch, Job Fair, Year-End Party Arrange, etc.)
- Responsible for co-mail pick-up & distribution

- Manage and maintain office supplies inventory and order necessary items

- Maintain and organize employment documents

- Manage the water subscription and make sure it is up to date

- Make sure the directory is up to date [the U.S. Regional Offices & Staff contact information]
- Assist with fixed asset maintenance (list Update, audit, etc.)

- Assist with communication equipment maintenance (List update, audit, etc.)

- Assist with any parking validation, keycards, invoice, etc.

- General bookkeeping and other general administrative duties as needed

Academic Background
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Job Descriptions

2. Accounting Assistant

- Review, verify and enter invoices

- Prepare and process accounts payable checks, wire transfers and ACH payments

- Process employees expense reimbursement

- Communicate with customers and vendors regarding payment status, invoice requests, and inquiries as needed
- Reconcile bank accounts

- Perform account reconciliation for credit card transactions

- Other AP/AR related tasks as needed

Academic Background
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Company & City Information
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mailto:danielle@icceusa.com

