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Knapp Properties, L.C. 
 
Job Title: 
Receptionist/ 
Accounting Clerk 
 
 
Reports to: 
VP & Controller 
 
 
Supervises: 
None 
 
 
FLSA Status: 
Non-Exempt 
 
 
Last Update: 
2/11/19 
 
 
Last Review: 
 

 
Job Description Summary: 
The Receptionist/Accounting Clerk will greet guest and handle telephone inquiries. 
Accounting duties include the processing and reconciliation of accounts for a 
variety of business transactions along with the associated documentation as is 
normally accepted in accounting practices. 
 
Essential Position Accountabilities: 

1. Answer phones, screen and direct calls, take and relay messages, provide 
information to callers, greet guests entering organization, assist and direct 
visitors, handle queries from the public, provide general and administrative 
and clerical support, prepare letters and documents, assist marketing and 
development departments. 
 

2. Responsible for bank reconciliations, including but not limited to commercial 
and residential properties and Home/Business Owner Associations. 

 
3. Process incoming and outgoing mail and deliveries. 

 
4. Provide backup for property management which includes, phone assistance, 

work orders, data entry and mailings. 
 

5. Assist payables with data input, checking batches for accuracy and any other 
payables related tasks as assigned. 

 
6. Distribute any promotional, marketing materials from outside vendors to KPL 

employees. 
 

7. Track, order and stock office supplies, maintain office equipment, i.e., postage 
meter (order postage) and copiers.  Order business cards. 

 
8. Order food for various events and snack items/sodas etc. 

 
9. Assist with miscellaneous projects. 

 
10. Order flowers for memorials, etc. 
 
11. Kitchen duties, i.e., order coffee, make coffee and cleanup. 
 
12. Maintain conference rooms for meetings and maintain Outlook calendar for 

scheduling. 
 

13. Take charge of sponsoring a family/group at year-end. 
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Environmental Conditions: 
 Job performed in an office environment. 
 
Knowledge, Skills and Abilities: 
1. Ability to follow instructions and questions 
2. Work in a timely manner to comply with due dates 
3. Knowledge of Microsoft Office tools/equipment  
4. Skill in generating reports 
5. Ability to understand basic math and mathematical concepts   

 
Education and Experience Required: 
1. One to two years practical experience 

 
Behavioral Expectations: 
1. Willing to stay current on technology related to accounting systems 
2. Willing to be highly focused and goal oriented 
3. Willing to work at high energy levels with a "can do" attitude meeting the deadlines established 
4. Maintain a professional demeanor in interactions with others 
5. Must be adaptable to take charge and ownership of role expectations 
6. Willing to coordinate schedule with Property Management Assistant  

 
Submit:  

1.  Cover Letter 
2.  Resume 

 


