
Accounting Associate (2)  
 
About us 
DMI EXIM Limited is a leading trade organization based in Canada. Our company has deep relationships 
with many third-party suppliers either to facilitate the sale of their own products or for purchase and sale. 
We source products from around the globe and ship products to over 40 international markets. Know 
more about us at www.dmiexim.com 
 
 Ge n e ra l Accou n t in g  a n d  Re p or t in g :  
• Prepa re  ban k reconcilia t ions on  a  da ily/ weekly/ m onth ly bas is  for a ssigned  bank accou nts  
• Pe rform  Accou nts Rece ivab le / Payab le  da ta  en try  
• Reconcilia t ion  of custom er & vendor accou nts on  regu la r ba s is .  
• Monitor accou nts to  ensure  paym e nts a re  curre n t   
• Resea rch  and  re so lve  in voice  d iscrepa ncie s and  issues  
• Corre sp ond  with  buye rs and  re spond  to  inq u irie s  
• Provide  su pporting  docu m enta tion  for in te rna l req uests   
• Pe rform  othe r adm in istra tive  du tie s of the  accoun ting  de pa rtm ent  
• Ana lyze  and  reconcile  GL accounts for m onth-e nd   
• Follow a ll a spects of m onth-e nd  close  activitie s to  m ee t dead lines  
• Assist s ta ff in  com pilin g  m onth -en d  and  yea r-e nd  reporting  packages  
• Assist with  p repa ra tion  of yea r end  aud it working  pape rs  
• Prepa re  yea r-en d  file s fo r va rious lega l en tit ie s for financia l sta tem ent and  tax support  
• Othe r d u tie s a s requ ired   
 
Re q u ir e m e n t s :  
• Min im um  One  yea r’s d irect expe rie nce  in  an  Accounting / Bookkeep in g   
• Expe rience  in  ga the rin g  da ta , com piling  the  p rope r in form a tion , and  p repa ring  financia l rep orts   
• Basic knowle dge  of accounting  system s  
• Effective  a tten tion  to  de ta il and  a  h ig h  degree  of d a ta  en try accuracy  
• Strong  work e th ic and  p ositive  team  a ttitude   
• Sound  ana lyt ica l th in kin g , p lann in g , p rioritiza t ion , and  execu tion  skills   
• Able  to  e ffective ly com m un ica te  both  ve rba lly and  in  writ ing   
• Aptitude  with  com p ute r software  inclu d ing  Qu ickBooks, Microsoft Office - e m a il, Word , Exce l  
 
Ed u ca t ion :  
• Bache lor’s degree  in  Com m erce  
 

http://www.dmiexim.com/

