Bookkeeper & Company Administrator
About Monarch:
We are a growing company of problem solvers on a mission to redefine the way people purchase
promotional products by delivering unmatched customer service. We thrive in helping visionary
brands transform creative ideas into unforgettable merchandise solutions. Monarch services mid-size
corporations and experiential agencies nationwide providing creative kits, branded merchandise, and
company stores. We are women-owned, named one of our industry’s greatest companies to work for
in 2018, and currently have offices in Chicago and Denver with a planned company relocation to
Cincinnati in 2021.
About The Role:
As our in-house bookkeeper and company administrator, your primary responsibility is to
successfully run the financial arm of the company and provide administrative support to our CEO
and merchandise team as it relates to finance, accounting, HR, and legal. With ever changing team,
client, and vendor requests, this role has a high touch point to projects making deadlines and input of
accurate information a key to its success. Your days will be spent in accounts payable, accounts
receivable, payroll, sales tax, insurance audits, financial reporting, and one-off special projects. Your
focus is to ensure the financial function of Monarch is running smoothly and is successfully
supporting employees to be at their best.
Key Role Objectives:
 Uphold accounting best practices to ensure accurate and on-time financial reporting
 Work within QuickBooks Online and CommonSku, our company CRM and project
management system, to keep our accounting and financial information up-to-date in both
systems
 Manage cash flow with accounts payable and accounts receivable
 Perform monthly and quarterly close outs
 First point of contact for on-boarding new employees, contractors, vendors, and clients to our
financial practices
 Review and evaluate company licenses and certificates to ensure we are in compliance
annually
 Support tax filings and payments
 Create and prepare our corporate annual budget
 Attends team meetings prepared to discuss financial position of the company
About You:
You are someone who loves to support others on a team to reach a collective goal. You look for
ways to innovate your work for better business results and bring ideas to the team to enhance the
company. While you enjoy structure and routine tasks, you are also excited for the opportunity to
learn something new and jump at the opportunity. You find it engaging when your routine tasks take
different shapes each week; same task but different challenges keeps things exciting for you.

You have a curious mind and love asking questions because you love to understand the big picture
and small details. If the answer isn’t sitting in front of you, you have the endurance and problem
solving skills to figure out what needs to be done and then execute it on time. You are driven by
deadlines, details, and organization!
You thrive in a fast paced environment and also have a high commitment to positivity, you practice
bringing your best self and know when to take time to recharge. You love working with a team and
want to be part of a growing company where you are an important contributor.
Required Experience & Skills:
 2+ years of bookkeeping experience in Quickbooks Online with a product based business,
promotional product experience is a bonus!
 Working knowledge of Microsoft Excel and Google Sheets.
 Experience in bookkeeping and sales tax for a multi-location organization.
 Proven track record of creating and implementing new processes.
 High level of attention to detail and follow through.
 Excellent critical thinking and problem solving skills.
 The ability to collaborate with giving and receiving feedback, participating in company
discussions, and listening in order to deliver the best result.
 Ability to be adaptable and consistently perform in changing environments.
The Culture:
We’re a tight knit group of courageous innovators who eat, sleep, and breathe brand experiences. We
believe in a highly collaborative approach with our clients as well as within our team to produce
original ideas and achieve real results. The atmosphere at Monarch is down-to-earth, sincere, and
real. We’re a small team that believes in being authentic and expressing unique points of view in a
thoughtful way where everyone’s opinion matters. We aren’t afraid to ask tough questions and
believe in taking risks, then learning and adapting from them.
We’ve built an agile team of thoughtful, intelligent leaders and strive to be a source of community
and creativity in the branded merchandise industry.
What We Offer:
 Engaging team setting in a creative space. (Remote position during COVID-19 pandemic)
 The best company swag.
 Self managed (unlimited) paid time off program after 60 days of employment.
 401(k) plan + company matching after 6 months of employment.
 Additional benefits negotiated on an individual level. In the past we have reimbursed for
health care, paid student loans, offered gym memberships, offered pet care, paid for cell
phones, paid for relocation, paid for transportation to and from work.
How to Apply:

If you are looking to join a team that is interested in pushing growth, innovating what has been done,
and redefining what it means to offer branded merchandise, then you’ve come to the right place.
Submit your resume, cover letter, and three references to careers@monarchandcompany.com. We
will only consider candidates who submit all documents.

