Office Manager & Bookkeeper

Atlantic Brewing Company is looking for a skilled and experienced candidate to serve as the Office
Manager and Bookkeeper. The candidate will be responsible for ensuring efficiency of business
operations.

The ideal candidate will be well-versed in all matters business. The main objective of the position is to

ensure profitability and foster long term success.

SKILLS AND ABILITIES

e Flexible work schedule: May include some early mornings, late evenings, and weekend shifts.
Most shifts will occur Monday-Friday 9am-5pm

e Must have strong communication skills and ability to maintain a positive attitude

e Must have excellent attention to detail.

e Must be punctual and self-motivated with good time management skills.

e Must be able to manage multiple processes and operations at one time.

e Ability to thoroughly and accurately maintain log sheets and other written information.

e Minimum age requirement is 21 years.

DUTIES AND RESPONSIBILITIES

e Prepare daily bank deposits

e Proof Point of Sale register reports

e Posting of sales figures and data to Quickbooks
e Prepare loading records and invoices

e Prepare tax reports

e Basic data entry

e General AIR & A/P

e Coordinate with vendors

e Reconcile company credit cards and usage

e General customer service

o Office supply management and ordering

e Managing phone system

e Participate in a weekly strategy meeting with President and GM.
e Other duties as assigned

REQUIREMENTS

e Proven experience in a relevant role



e Excellent organizational skills
e Excellent knowledge of MS office and Quickbooks
e BS/BA in Business Management or relevant field. MS/MA will be a plus.

This is a salaried position that will average 35 hours per week but may be above or below that during any
given week.

Please send a cover letter and resume to Alex Maffucci at alex@atlanticbrewing.com
Please no phone calls or drop ins.
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