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Accounting Assistant Intern                 
 

Duties & Responsibilities: 

 

1. Record daily bank transactions 

2. Perform weekly and monthly bank reconciliations 

3. Support preparation of monthly performance reports 

4. Assemble and file all supporting documentation as needed 

5. Count product in stock and posts totals to inventory records 

6. Track cancelled products and log to system 

7. Monitor inbound & outbound movement of inventory 

8. Receive, manage, and transfer phone calls & messages promptly and courteously 

9. Sort, route, and distribute incoming mail 

10. Maintain an organized filing system 

11. Order and maintain office supplies for department staff 

 

 

 

Job Qualification: 
 

1. Preferred a college associated degree or a college degree and/or 0-1 years of experience 
in the field or in a related area. 

2. Familiar with standard concepts, practices, and procedures within a particular field.  

3. Strong analytical and problem-solving skills combined with intermediate to advanced 

skills in MS Word, Access and PowerPoint. Expert level MS Excel skills required as well 
as the ability to learn other analysis applications. 

4. Strong verbal and written communication skills to include ability to effectively and 

professionally. 
5. Must be flexible and adaptable to include multi-tasking under tight schedules and 

deadlines in a constantly changing environment 

6. Possess' aptitude to interpret a variety of instructions furnished in written, oral, diagram, 
or schedule form.  

7. Prefer to Bilingual (Korean/English) 
  

 

 

 

Benefits: 

 

1. Dental,  Vision,  Life Insurance,  Paid Sick Leave,  Accrued Paid Vacation,  and 

Paid Holiday. 


