
 

 

 

 

 

Accounting Assistant 
Wyrick Robbins is currently looking for an Accounting Assistant. Reporting directly to the CFO and Assistant 
Controller, the Accounting Assistant will assist the firm with various general administrative tasks and accounting 
support. This is a fast-paced learning environment with hands-on training opportunities.  This is not a remote 
position. 

 
Responsibilities: 

▪ Coordinate and organize accounts payable.  

▪ Organize and maintain accounts receivable information. 

▪ Assist Accounting and Billing Departments with accounting correspondence, client inquiries, collections 
outreach, and various other tasks and projects. 

▪ Coordinate, organize and complete licensing and professional organization enrollments for all staff 
members.  

 

Requirements: 

▪ Bachelor’s Degree. Prior accounting experience for legal or professional services organizations is a plus. 

▪ Knowledge of law firm environment is a plus. 

▪ Ability to review and handle diverse tasks and manage significant administrative workload. 

▪ Excellent verbal and written communication skills; strong attention to detail; solid proofreading skills. 

▪ Ability to track and meet deadlines and manage multiple projects simultaneously. Adaptable to ever 
changing priorities in a dynamic work setting. 

▪ Proactive, positive, energetic and hardworking team player. Possess a strong client service mentality. 

▪ Excellent interpersonal skills and the ability to professionally interact with attorneys, staff, and clients. 

▪ Experience and proficiency in the use of technology to support Accounting Department efforts. Advanced 
working knowledge of Microsoft Office (i.e., Word, Excel, Outlook, PowerPoint), PDF Docs or Adobe, 
Thomson Reuters Elite 3E and iManage experience is a plus. 

▪ Exceptionally well organized, detail oriented and exercise strong practical problem-solving abilities using 
logic, creativity, collaboration and client service skills. 

▪ Self-motivated and able to work independently to drive projects from start to completion in a timely 
manner to meet firm deadlines. 

▪ Ability to maintain confidential information with the utmost professional discretion. 

▪ Availability to work weekdays between 8:30am – 5:00pm, with overtime as needed. 


