
 

Accounts Receivable Associate – Manitowoc, WI 

 

GENERAL SUMMARY: 

    Responsible for the accuracy and timeliness of specific aspects of accounts receivable - 
processing, reporting, and follow through.   

    Responsible for reporting and follow through on all discrepancies. 

 

PRINCIPLE DUTIES AND RESPONSIBILITIES: 

  Prepare daily cash deposit for the bank. 

  Prepare daily cash report. 

  Prepare and complete cashbook entry. 

  Write up new discrepancies for review by sales, customer service, invoicing, etc. 

  Maintain a current file of open/closed discrepancies and ensure that these discrepancies 
match to those on the A/R Aging. 

  Request copies and distribute the necessary back up to the discrepancies so they can 
be routed for approval.  

  Complete follow-up calls for collection of open discrepancies. 

  Investigate pending deductions and pursue until final resolution. 

  Post A/R transactions to the General Ledger and tie Aging to the General Ledger. 

  Communicate banking information to our customers. 

  Prepare Accounts Receivable Journal entries for entry. 

  Keep accurate records of ACH transfers and apply payment to specific invoices through 
cashbook entry. 

  Back up and assist other employees in the department. 

  Assist Credit/Accounting Manager with completion of periodic reports. 

  May perform other duties as assigned. 

 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

Knowledge: 

  Associate Degree in Accounting or related field or working toward such a degree. 

  Three to five years accounting experience. 

  Working knowledge of Accounts Receivable. 

  Good understanding of personal computers. 

 



Skills and Abilities: 

  Ability to collect information from reports, records, or other available sources, establish 
the accuracy of the information, and summarize the information in the form of a new 
report, record, or document. 

  Ability to exchange information on factual matters, understand instructions, and perform 
other duties which require a higher level of listening, reading, speaking, and writing skills. 

  Ability to work with standard methods, guides, and procedures requiring technical 
knowledge and an in-depth, experience-based knowledge in order to analyze and 
interpret information. 

  Interpersonal skills necessary in order to deal effectively with various company 
personnel. 

  Analytical and organizational skills, ability to concentrate and pay close attention to detail. 

  Problem solving skills necessary for all functions of accounts receivable. 

  Ability to sit or stay in one place for extended periods. 
 

TEAMWORK AT LAKESIDE (TAL): 

  Through individual and team efforts, enthusiastically work toward the continuous 
improvement of his/her job, work area, department and Lakeside as a whole.  Fully 
participate in TAL by "living" Lakeside's Standards of Conduct and being an active 
member of operational and project teams.  By action and work, clearly and visibly 
demonstrate the spirit of teamwork, cooperation and respect for others in all business 
transactions and exchanges. 

       

WORK ENVIRONMENT 

  Normal office environment where there is no physical discomfort or exposure to hazards 
due to temperature, dust, noise and the like. 

 


