
 
Job Description 
 

ACCOUNTS PAYABLE ASSOCIATE:  

Location:     Just North of Boston, Convenient Location 
 
email:   massrealestateopportunities@gmail.com 

 

Progressive real estate company located in a desirable area on the north shore, specializes in property management 
and real estate consulting. Our main focus is third party property management of commercial, retail, medical and 
residential properties. We offer brokerage, development, and consulting services. Additionally, we have procured a 
portfolio of properties which are owned and managed on behalf of a group of private investors. 
 
With over 60 years combined experience, we offer the expertise necessary to meet and exceed our clients' goals. We 
promise that a principal of the firm will be involved in every property we manage. 
 
We are committed to creating and enhancing value for our clients by implementing programs and policies that reflect 
sound and solid economic decisions.  
 
We offer a positive working environment as well as a competitive compensation and benefits package.  Our team is 
comprised of experienced and dedicated professional people with all experience levels, with one common goal, doing 
what’s best for our clients. 
 

                          

About the role…. 

 Here is a summary of job responsibilities: 

- Experience preferred with an accounts payable software, but not mandatory.  
We are willing to train the right candidate  

- Ability to work well with others, collaborative, in a customer focused 

 
 



environment  
- Positive attitude, professionalism, attention to detail, organizational skills 

and flexibility.  
- Knowledge of Excel preferred but not mandatory 
 
What you will do:  
- Receive training on Sage/Timberline and Quickbooks as needed 
- Oversee and process accounts payable invoices 
- Enter invoices into accounting software system 
- Verify authorization to process payments 
- Process checks 
- Mail invoices, batch and file accordingly 
- Control filing system 
- Assist in special projects as needed 
- Assist in administrative operations of office 
- Assist with the input of data into the accounting software system. 
- Assist in the preparation of billbacks and expense tracking. 
- Assist in bank reconciliations 
- Support with correspondence, mailings and filing. 
- Provide back-up with answering phones as needed. 
- Strong organizational skills required. 

  

 

Compensation will be based on experience, Position maybe offered 
Temp to Perm 

 

Next Steps: 
If you are interested in this position please forward your resume to 
massrealestateopportunities@gmail.com .   

Please include your salary history. 
Steps to get going: 

1.) We will review your resume  
2.) Arrange for a Telephone introduction 
3.) Face to face meeting 
4.) Reference checking  
5.) Offer given and start date selected  

 

 


