
 

PosiƟon YCCTAX – AdministraƟve and AccounƟng Assistant 

POSITION – ADMINISTRATIVE AND ACCOUNTING ASSISTANT 
 

Position Title Department 
Administrative and Accounting Assistant Administrative 
Employment Status Effective Date 
☐ Temporary ☒ Full-Time ☐ Part-Time Immediately 

 
 
DescripƟon 
Coordinates administraƟve office services, such as coordinaƟng own and clients' general business 
acƟviƟes, scheduling appointments, record keeping and other administraƟve acƟviƟes for YCCTAX 
LLC. Interprets operaƟng policies. Exercises independent judgment in the resoluƟon of 
administraƟve problems. Also assist in the acƟviƟes of the general accounƟng funcƟon. 
 
EssenƟal duƟes and responsibiliƟes 
EssenƟal funcƟons include, but are not limited to, the following: 
 

 Perform related clerical tasks such as typing, filing, sorƟng, and distribuƟng emails, as well 
as direcƟng all incoming calls and emails to the appropriate parƟes in a professional and 
courteous manner. 

 Make calls in English to the I RS and various states for tax and administraƟve maƩers. 
 Prepare shipping labels and coordinate pick-ups and deliveries via FedEx and UPS. 
 Coordinate travel arrangements and process company invoices for approval and payment. 
 Manage and order office supplies. 
 Prepare employee reports and payroll, related federal and state taxes, and deposits (Forms 

RT-6, Form 940, Form 941); create W-2s for all clients at the end of the year. 
 Analyze unit operaƟonal pracƟces, including record-keeping systems, form control, office 

layout, and staffing needs; develop new systems or revise exisƟng procedures. 
 Provide support for special projects such as audits, financial analyses, or process 

improvement iniƟaƟves. 
 Assist in preparing materials for presentaƟons, meeƟngs, and training sessions. 
 Use various soŌware applicaƟons, such as spreadsheets, relaƟonal databases, staƟsƟcal 

packages, and graphic soŌware, to collect, manipulate, and/or format data and reports. 
 Supervise basic accounƟng procedures, including accounts receivable, accounts payable, 

billing of work hours, general accounƟng, tax payments, and inventory control. 
 Prepare month-end closings, journal entries, maintain the general ledger, manage 

inventory transfers, and analyze fixed assets and margins; develop supporƟng schedules 
for financial statement preparaƟon. 

 Review, analyze, and reconcile general ledger accounts and investment transacƟons, as 
well as prepare quarterly reports for management. 

 Conduct monthly operaƟonal analyses. 
 Perform other duƟes as assigned. 

 
  



 

PosiƟon YCCTAX – AdministraƟve and AccounƟng Assistant 

 
Work Schedule: 
Flexible schedule, standard 44 hours per week from 8:30 AM to 6:00 PM (EST), Monday to Friday 
(occasional Saturdays). 
 
LocaƟon: Remote 
 
Salary Range: Between USD 700 and USD 900 per month 
Payment frequency is bi-weekly (with one pending interim week). 
 
Benefits: 

- Annual VacaƟon 
- Public Holidays 
- Service Bonus 

 
Minimum QualificaƟons (knowledge, skills, and abiliƟes) 
 

 Intermediate English level (at a minimum) for effecƟve communicaƟon in calls and 
correspondence. 

 QuickBooks Desktop (QBD) and QuickBooks Online (QBO) knowledge is a plus. 
 Administrator or Accountant diploma (preferably two years of experience). 
 Two years of relevant experience or related coursework. 
 PracƟcal knowledge of MicrosoŌ Excel, Word, and Outlook. 
 Experience working in teams and the ability to collaborate in dynamic environments. 
 Strong interpersonal, oral, and wriƩen communicaƟon skills, with proficiency in business 

vocabulary to effecƟvely represent the execuƟve and the company to third parƟes in both 
English and Spanish. 

 
 
Important Note: Candidates selected for interviews should note that 75% of the interview will be 
conducted in English. AddiƟonally, they will receive tests to assess their technical skills in Excel, 
QuickBooks, and MicrosoŌ, all in English. 


