@ 3tree

Staff Accountant & Bookkeeper
www.3treemarketing.com

Summary

3tree Marketing Company is seeking a motivated Staff Accounting & Bookkeeper to perform
and manage accounting-related tasks. This role requires a high level of attention to detail and
strong communication skills. The role will have room for growth into an Accounting Manager
and/or Controller position.

At 3tree Marketing, serving our clients well is at the core of everything we do. We believe great
work starts with a strong customer experience, and that mindset extends beyond client-facing
roles. We are looking for a team member who shares that service-first mentality and
understands that their role plays an important part in delivering the experience our clients have
come to expect.

Key Responsibilities

e Accounts Payable & Accounts Receivable w/ Collections
o Support team members currently working in both roles
o Invoice clients accurately and timely
o Monitor aging reports and follow up on receivables
o Problem-solve payment issues with clients professionally
e Sales & Commission Support
o Act as a liaison with sales teams regarding:
m Commissions, Client billing questions & Revenue-related inquiries
o Support clarity and alignment between accounting and sales
e Banking & Reconciliations
o Perform daily bank deposits and maintain general ledger accuracy
o Complete monthly bank and credit card reconciliations
e Payroll & Government Remittances
o Accurately compile payroll needs to payroll company
o Manage government remittances
e Month-End & Financial Reporting
o Prepare and analyze monthly financial reports
o Work closely with the Fractional CFO on:
m Month-end close, Reporting & analysis, Budget preparation and
monitoring
o Assist with year-end financial statement preparation
e Additional Responsibilities
o Filing, documentation, and data entry
o Interact professionally with suppliers and internal teams

What Success Looks Like in This Role

Transactions are posted accurately and on time
Financial data is clean, reliable, and audit-ready

Sales and leadership teams receive clear, timely answers
Month-end close runs smoothly with minimal follow-up
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e Payment issues are addressed proactively and professionally
Knowledge, Skills & Abilities

Exceptional attention to detail and accountability

Strong work ethic with the ability to work independently and as part of a team
Excellent written and verbal communication skills

Professional, calm, and confident when working with clients and vendors
Ability to multitask, prioritize, and problem-solve without sacrificing accuracy
Comfortable working under deadlines and fluctuating demands

Strong computer skills with the ability to learn new systems quickly

Qualifications

2-5 years of related accounting or bookkeeping experience
Expert-level proficiency in QuickBooks

Strong working knowledge of Microsoft Excel, Word, and Outlook
PC-based systems experience

About 3tree Marketing Company:

3tree Marketing is an award-winning promotional marketing agency ranked in the top 2% of
more than 28,000 distributors nationwide. With over 25 years of experience, we help companies
bring their brands to life through custom promotional solutions. Our in-house services,
tech-enabled operations, and passion for client success make us a trusted partner to businesses
across the country.

We are proud to be an equal opportunity employer. We celebrate diversity and are committed to
creating an inclusive environment for all employees.
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