Staff Accountant-Accounts Payable
Accounting Department

Summary:

The Staff Accountant - Accounts Payable
position is responsible for auditing,
uploading, recording and processing firm
invoices and employee expense reports
ensuring adherence to firm policy and
client guidelines. In addition, the position
prepares and process checks and
electronic payments to vendors and
employees. This position also helps
research and provide backup
documentation to others within the
organization in accordance with the
clients guidelines.

Apply

Qualifications:
Bachelor's Degree is required, in
Accounting or Finance.

1+ year of law firm accounting
experience preferred.

Excellent communication skills, both
written and verbal; the ability to
communicate effectively with all levels
of attorneys and staff.

Ability to prioritize work, handle
pressure situations; meet deadlines
and have a complete understanding of

Duties and Responsibilities:

Assist with the reconciliation of the Wells Fargo
credit card program.

Maintain 1099 database in the Accounting
software and communicate with vendors to
obtain proper documentation as necessary.

Audit expense reports to ensure compliance with
firm policies and evaluate appropriate account
and matter coding.

Audit vendor invoices for firm compliance and
evaluate appropriate account and matter coding.

Upload vendor invoices and cost entry charges
to be billed to clients.

Research unpaid invoices.

Resolve reconciling items when needed, work
with the GL and billing team, and participate in
providing documentation for the annual audit.

Respond to vendor and internal inquiries
regarding vendor and employee payment status.

Performs other duties as assigned.

Uphold high standards of confidentiality, discretion,
and integrity, particularly with respect to all sensitive
and/or confidential firm and client information to
which this position will have access.

accounts payable and its impact on
other functions within the Accounting
Department and the Firm.

Effective research and problem
solving skills with a strong attention to
detail.

Knowledge of Excel, Chrome River
and 3E accounting system database a
plus.

Status: Non-Exempt

Reports To: Accounts Payable Supervisor
Workplace Type: Remote (must be local to DC office)
Salary range of $61,000- $77,000 dependent on
candidate experience and candidate location.

Candidates hired for staff positions with a minimum work
schedule of 30 hours per week are eligible for a
comprehensive benefits package, including healthcare
insurance. Learn more about benefits at Covington.

https://www.cov.com/en/careers/staff/benefits
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https://covrecruiting.viglobalcloud.com/viRecruitSelfApply/RecDefault.aspx?FilterREID=4&FilterJobCategoryID=1&FilterJobID=1939
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Covington & Burling LLP is an equal opportunity employer and does not discriminate in any aspect of employment, including hiring, salary, promotion,
discipline, termination, and benefits, on the basis of race, color, ethnicity, religion, national origin, gender, gender identity or expression, age, marital status,
sexual orientation, family responsibility, disability (including physical handicap), or any other improper criterion.

Covington will consider qualified applicants with arrest or conviction records for employment in accordance with applicable laws, including the California
Fair Chance Act, the Los Angeles Fair Chance Initiative for Hiring Fair Chance Ordinance, the Los Angeles County Fair Chance Ordinance, and the San
Francisco Fair Chance Ordinance.



