
Administrative Assistant 

Established in 2007, Kollath CPA, a professional services firm providing outsourced accounting, tax, 

payroll, and human resources services to individuals, small-to mid-sized businesses, and non-profits is 

looking for a highly organized and detail-oriented Administrative Assistant to keep our growing 

accounting office running smoothly and efficiently. This is a great opportunity to assist our employees 

with diverse projects and provide general administrative support. 

We’re a small company of under 50 employees, which means there’s lots of room for growth and 

learning opportunities. Here at Kollath CPA, we’re committed to creating an inclusive culture where all 

employees feel welcomed and valued. 

This job revolves around supporting the accounting team. The job duties can vary and involve a variety 

of tasks that include: 

• Supporting regular office operations, please note this role requires in-person presence as it will 

serve the important function of being the first point-of-contact to greet guests and clients. 

o Answer phone, route calls, and greet visitors 

o Collate and distribute mail 

o Create and maintain electronic and physical filing records. 

o Operate office equipment and order supplies 

o Maintain inventory of company equipment/assets 

• Schedule and coordinate events, meetings, social activities, and appointments. 

• Prepare communications such as memos, emails invoices, reports, and other correspondence. 

• Perform bookkeeping duties (AR/AP, billing, and deposits). 

What you’ll need to be successful: 

• Proven work experience as an Administrative Assistant or similar role. 

• Being organized and able to prioritize are the core elements of the position. Need to understand 

and know how to keep yourself organized and how to prioritize to meet deadlines. 

• Ability to make independent decisions on a daily basis, addressing the best way to handle 

specific and multiple tasks with minimal direction. 

• Requires collaborating with entire team, and clients on a regular basis. 

• Expertise in Microsoft Office applications (Word, Excel, Teams, Outlook, PowerPoint) and 

willingness and ability to learn company specific systems and software. 

• Exceptional verbal and written communication skills. 

If you meet these qualifications and are looking for a great opportunity to utilize your talents, please 

apply with your resume. 

 


