Immediate position available at Primary Source, Inc.
Primary Source – Promotional Products with a Purpose!  is one of the premier marketing promotional products distributors located in central Iowa; serving customers through the United States.  We apply creativity and consider the customer’s goals, demographics & budget to enhance their marketing plan or event to give them greater success using logo promotional products.

Office & showroom location:

10441 Hickman Road, Urbandale, Iowa.

Accounts Receivable / Accounts Payable Processor Position – prefer full time but will consider 24 - 30 hours/week
Skills & Personality necessary:
Excellent math skills

Experience with accounts receivable and payables

Familiar with Quickbooks basics

Extremely detail oriented

Bookkeeping experience is a plus
Ability to manage time & details

Willing to tackle complicated tasks

Familiar with Microsoft Office WORD, Excel & Outlook

Excellent communications skills to assist customers with billing questions

Familiar with credit card transactions

In tune with providing a great customer experience at every level

Ability to work independently but also enjoy group projects 

Daily Work Responsibilities would include:
Processing customer invoices
Paying vendor invoices; work directly with vendor reps for accurate invoices

Filing of all invoices & financials

Processing credit card transactions

Daily & monthly balancing of AR / AP accounts

Fax monthly generated customer statements

Prepare reports & pay royalties

Prepare reports & pay sales tax

Maintain Monthly AR/AP/Expenses Computer Reports
Monthly Journal Entries
Additional Responsibilities could include:
Work on special projects such as quarterly customer mailings
Maintain vendor database

Maintain & order office supplies

Assist with company open houses

Prior experience in the promotional products industry is not necessary.  The right candidate would bring a positive outlook with intent to work hard all day, but willing to have fun along the way.

Please send resume’ and letter of recommendation to:

Primary Source, Inc.

Attn:  Mary Anne Kennedy

10441 Hickman Road

Des Moines, IA  50322

OR email:  Maryanne@PrimarySourcePromotion.com





















