
   

   

 

Accounting Assistant 
 
Job Summary 
 
TruScribe is seeking an Accounting Assistant.  Reporting to the Controller, this 
position will support the Company by supporting both the accounting and 
administrative functions.  The opportunity exists for this person to grow within 
their role at the organization and additional duties may be assigned as interest is 
expressed. 
 
About Us 
 
At TruScribe, we draw words, ideas and stories to change the way people see, think and act.  Founded in 
2011, we have delivered over 4,000 videos to clients such as Hewlett Packard, Medtronic, NASA, EcoLab, 
and Weird Al (just to name a few!).  We are comprised of creatives and business folk alike, all working 
towards the same goal of delighting our customers and helping them to simplify their messages.  If you 
are interested in growing your skills and career with us – we’d love to have you apply! 
 
About You 
 
You are passionate about customer service, truly enjoy accountancy, thrive in a small business 
environment and are excited about using your skills to contribute and grow our organization.  Bonus 
points if you have a healthy sense of humor (and a favorite meme!). 
 
Responsibilities & Duties 
 

- Manage all aspects of invoicing interactions with clients, from initial down payment through the 
final bill 

- Adhere to all special billing instructions and maintain accurate client/vendor records 
- Own collection efforts to ensure timely and dependable cash flows 
- Communicate with clients and internal team on any AR issues you encounter 
- Handle one-off responses to client AP Teams, providing requested information 
- Assist with accounts payable coding and processing 
- Administrative support as assigned 

 
Qualifications & Skills 
 

- Bachelor’s or Associate Degree in Accounting or equivalent  
- Prior accounting experience strongly preferred 
- Organized and able to prioritize appropriately  
- Detail-oriented 
- Strong written and verbal communication skills 
- Technologically proficient and unafraid of working with different systems and tools 
- Proficient with Excel; familiarity with QuickBooks a plus 

 
Job Type:  Full-time 
Compensation: Hourly; $15-$20 (DoE) 
Location:  Fitchburg, WI 


