NEA-NEW MEXICO
ACCOUNTS RECEIVABLE SPECIALIST/OFFICE SUPPORT
[bookmark: _Hlk160542686]The National Education Association of New Mexico is a member driven labor union that represents educators across New Mexico. The organization is currently seeking a person to fill the position of Accounts Receivable/Administrative Associate. This is a dual-purpose position with responsibilities for maintaining accurate accounts receivable, processing, and reporting of membership and miscellaneous receivables; and being responsible for providing administrative support to assigned Professional field staff in all aspects of communications and projects. Other duties assigned include, but not limited to, working with the management and governance team, as well as other tasks or projects assigned by supervisor. This is a two-year position with a potential to become a permanent position.

Invoicing and Billing
· Review invoices for accuracy.
· Review annual dues to ensure proper billing.
· Manage recurring billing schedules and update account information as required.

Payment Processing and Reconciliation
· Record and reconcile member payments, including checks, ACH, wire transfers, and credit card transactions.
· Collect credit card receipts from employees, record descriptions and reconcile to monthly credit card statement.
· Deposit checks into bank accounts.
· Monitor and apply payments accurately against open invoices.
· Address and resolve discrepancies between payments and invoices.
· Update and maintain member database with new memberships, cancelled memberships and member profile maintenance.
· Perform member refunds requested and approved.

Collections Management
· Implement collection strategies to minimize outstanding balances.
· Monitor accounts receivable aging and identify overdue accounts.
· Contact local leaders to follow up on outstanding balances.
· Escalate unresolved accounts to management.

Reporting and Analysis
· Generate and maintain accounts receivable aging reports, payment status updates and collection progress.
· Perform monthly review of accounts receivable aging reports, identifying potential collection issues and report to management.
· Prepare payment reconciliations based on school district payroll periods of payments received vs. payments due, identifying discrepancies and resolving those
identified.
· Provide regular updates to management on AR metrics and key performance indicators.
· Support month-end and year-end close processes by reconciling AR accounts.

Member and Internal Relations
· Respond to member inquiries regarding billing, payments, and account discrepancies.
· Collaborate with the field staff and members to resolve disputes.
· Ensure member satisfaction while enforcing payment terms and conditions.
· Build and maintain positive relationships with local leaders and school districts to facilitate prompt payment.

Compliance and Documentation
· Maintain accurate records of payments and communications.
· Ensure compliance with organization policies, financial regulations and internal controls.
· Assist with audits by preparing documentation and responding to auditor inquiries.
· Analyze trends and identify opportunities for process improvement or risk mitigation.
· Stay updated on industry best practices and technological advancements to optimize AR processes.

Other Duties
· Serve as back up for Staff Accountant/Accounts Payable
· Assist supervisor with tasks associated with meetings, building maintenance, local errands, attendance at out-of-town meetings, and any other duties assigned by supervisor.

REPORTING RELATIONSHIPS
POSITION REPORTS TO: Deputy Executive Director of Operations also works closely with Director of Finance

POSITION(S) SUPERVISED: None. 

EDUCATION
· High school diploma or equivalent required
· Bachelor’s degree in accounting, Finance or a related field (preferred)

REQUIRED KNOWLEDGE
· Strong understanding of accounting principles and practices
· Proficiency in accounting software (e.g., QuickBooks, SAP) and MS Office, particularly MS Excel

EXPERIENCE REQUIRED
· Proven experience (5+ years) in accounts receivable 
· Proven track record of driving process improvements and implementing AR best practices
· Hands-on experience with accounts receivable systems 

SKILLS & ABILITIES
· Excellent communication and interpersonal skills for effective interaction with members and internal stakeholders
· Attention to detail and accuracy in job performance required
· Ability to identify and troubleshoot member AR and reporting discrepancies
· Enjoys reconciling and working with accounts receivable processes
· Excellent organizational and time management skills
· Ability to work independently and collaboratively in a team environment
· Ability to prioritize tasks, manage workload efficiently and meet deadlines in a fast-paced environment

Information about this position:
Testing of MS Word and Excel will be conducted during the interview process. This position is in the NEA-NM headquarters office in Santa Fe, NM. Much of the work is sedentary, but also requires the individual to stand, sit, walk, and lift up to 40lbs or less periodically. A valid driver’s license with state mandated insurance is required. The ability to travel and work various hours including evenings and weekends, is also necessary. A background check is required for the selected candidate.

Compensation is dependent on experience in accordance with the collective bargaining agreement between the National Staff Union of New Mexico and the NEA-NM. 


NEA-NM IS AN EQUAL OPPORTUNITY EMPLOYER
NEA-NM is committed to the principle of equal employment opportunity for all employees with a work environment free of discrimination and harassment. All employment decisions at NEA-NM are based on business needs, job requirements, and individual qualifications without regard to race, color, religion or belief, national origin, sex, age, sexual orientation, gender identity, marital status, or disability.

Please email resume with contact information, to Edie Brycelea at  ebrycelea@neanm.org

