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Position: Billing Clerk/Office Receptionist

Company: Chempetitive Group

Location: Chicago

Salary/Wage: Contingent based on experience

Status: Full Time or contractor basis

Job Category: Administrative

Reports to: Controller and Direc tor of Client Services

Quialifications:

- Detailed and focused individual who is experienced dealing with financial issues
- Self - starter who can handle multiple tasks simultaneously

Inquisitive and able to quickly learn new systems

Process -driven and flexible

Personable and customer  -service driven

WeOre the Chempetitive Group, afast  -growing integrated marketing agency
solely focused on the life sciences industry. Our number one priority is to deliver
the industryOs most superior client experience and the highest return on our
clientsO marketing investment. Period. WeOve created a culture in which
everybody has the opportunity to get back everything they put into our

company, and more.

Specific job responsibilities include:

- Managing the month Iy billing process utilizing Creative Manager Pro (CMP)

- Coordinating with the Account Managers to ensure timely invoicing of clients

- Providing management with ongoing status reports during the billing process
and throughout the month

- Setting up new clients  and new projects in the CMP system

- Working closely with the agencyOs Controller

- Greet all visitors and callers in a professional manner and directing them
appropriately

- Handle basic office management functions such as making sure the office is
presentable for clients, handling incoming and outgoing mail, etc.

- Other administrative activities on an as need basis

We offer a comprehensive benefit package that includes medial, dental,
401k, etc.  Starting salary will depend upon experience.

If youOre intere sted in this challenge, email Steve Johnson at
sjohnson@chempetitive.com



