W LRIVERSLLY o Wsa EINGLON Work Study Job Description

Off-Campus Employers

Job Title of this Position Bookeeper

Name of Organization Hawkes Law Firm

Website

Job Location Address 19929 Ballinger Way NE #200 Shoreline WA 98155
Contact / Supervisor Lisa Hawkes

Phone Number 206-200-3053

E-mail lisanne@law-hawks.com

Hourly Pay Rate (indicate arange) |$12.00 to $15.00

. Summer Only Academic Year Summer & Academic Year
Employment Period (7/1/2009 - 9/29/2009) (9/30/2009 - 6/11/2010) (7/1/2009 — 6/11/2010)
Summer: Academic Year:
Hours per week |:| Full time program 40 hrs/wk E Part time program up to 19 hrs/wk
[O] Parttime program up to 19 hrs/wk

Nature of Business or Organization:

Law Firm

Duties and Responsibilities:

Invoicing, statements, Quick books entries, check book registers, deposits, reports, mailing, excel spreadsheets

Minimum Qualifications:

Experience with Quickbooks & Excel preferred.

Educational Benefits:

Experience in a business environment. Mics. jobs, learning Quickbook & Ecel better.

(For Work Study Office Use)
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