CURRENT JOB OPENINGS

(1)  Date Sent:           November 10, 2009
(2) Name and Address of Firm:     Staffing Solutions Inc.

                                                            8012 Bonhomme, Suite 200

                                                            Clayton, MO  63105

(3) Contact Person:             Abby Schwarz

(4) Telephone Number: 314-863-0333    

(5) Email:       mail@staffingsolutionsinc.com
(6) Web address: www.staffingsolutionsinc.com – preferred method of contact- applicants may check to see if positions are still available (updated regularly) and send resumes through the website!

	HELP WANTED

	ACCOUNTING CLERK

Kitchen and bath supplier, located downtown, is seeking an Accounting Clerk on a contract-hire basis. The client is seeking someone with basic accounting experience who is also detail-oriented.

Due to the contract-hire nature of this position, please do not apply if you are currently employed!

Duties/Responsibilities:

        Cash applications

        Issue credits for returns and defective items

        File freight claims

        Mail invoices to customers

        Contacting vendors to collect payments

        Researching short payments

Requirements:

        2-3 years accounting clerical experience
        Proficiency in Microsoft Excel 
        Some retail and customer service experience helpful
        Excellent verbal communication skills, especially over-the-phone
        Must enjoy working in a team environment

Salary/Hours:

        Competitive salary

        Monday-Friday, 8 am-4:30 pm

        Contract-hire assignment

        Healthcare package available upon hire

TO APPLY, submit your resume online at

http://www.staffingsolutionsinc.com/resume.aspx

	RECEPTIONIST

Ladue church seeking a Receptionist for their administrative offices. Direct-hire position, four days per week. Ideal candidates would enjoy working in a non-profit environment and have prior administrative experience.

Duties:

        Answering phones

        Greeting visitor

        Sorting mail

        Document preparation

        Entering information into database

        Meeting planning/arrangements

Requirements:

        2-3 years prior office experience
        Experience in a church preferred
        Professional appearance and demeanor
        Proficient in Microsoft Word
        Ability to multi-task
        Attention to detail
        Must enjoy working in a team environment
Hours/Benefits

        Monday-Thursday, 9 am- 5 pm, non-negotiable

        Hourly rate commensurate with experience

        Employer pays 100% of employee’s health and dental premiums

        Paid time off

        Life insurance available

TO APPLY, submit your resume online at

http://www.staffingsolutionsinc.com/resume.aspx



 

Abby Schwarz, PHR
Recruiting Specialist
Staffing Solutions, Inc.

8012 Bonhomme, Suite 200

Clayton, MO 63105
314-863-0333 

Visit our website: www.staffingsolutionsinc.com/
Check out our recruiting blog: http://ssincstl.blogspot.com/
Connect with me on LinkedIn: www.linkedin.com/in/abbyschwarz
 

