Accounting Specialist – Full-Time

Rood & Riddle Equine Hospital is a widely recognized, world renowned equine hospital. Our mission is to provide expertise for our patients in a caring, professional and ethical manner that creates value for the entire equine community. Behind every patient, we have several teams who make it all run smoothly, and that includes our accounting department. This is a chance to play a vital role to bring precision and insight to the numbers that keep our mission moving forward. As a vital part of our operations, this position is on-site at our Lexington, KY location. Due to the nature of our work and the need for close collaboration with clinical teams, remote work is not offered for this role.

Primary Duties
· Process accounts payable transactions for all Rood & Riddle entities.
· Manage intercompany billing, allocations, and reconciliations across affiliated entities.
· Process and track employee expense reimbursements in compliance with company policy.
· Assist with month-end activities, audits, and annual financial reviews.
· Complete and manage 1099 processing for all Rood & Riddle entities.
· Process and reconcile professional liability insurance on a monthly basis.
· Review, code, and process corporate credit card transactions using Concur.
· Apply appropriate GL coding and record transactions monthly.
· Support cardholders with reporting, transaction issues, and international travel needs.
· Coordinate with Central Bank on card changes, credit line inquiries, and troubleshooting.
· Ensure compliance with expense reimbursement, purchasing, and continuing education policies.
· Track continuing education expenses and maintain CE records by veterinarian.
· Manage veterinary and employee licenses, memberships, dues, and subscriptions.
· Complete credit applications as needed.
· Coordinate insurance for new vehicles.
· Manage annual fleet renewals and DOT reporting.
· Maintain accurate vehicle repair and maintenance records.
· Assist the billing team with month-end billing statements.
· Track outside lab fees, mileage, and fuel usage by veterinarian.
· Support management with special projects and financial research as needed.
· Serve as backup support for other accounting department functions.
· Collaborate with team members to improve efficiency and support a positive workplace culture.

Requirements
· Associate’s Degree in Accounting or equivalent experience
· 3-5 years of accounts payable experience 
· Customer service experience, both internally and externally
· Strong mathematical and analytical skills
· Strong problem-solving and critical thinking abilities


Skills Preferred
· Experience within the equine and/or veterinary industries not required, but highly preferred
· Experience with Concur, Microsoft Office, Microsoft Dynamics Great Plains and/or TrinDocs not required, but preferred
· Organizational and time-management skills, ability to prioritize tasks and adjust to rapid changes, and work in a fast-paced environment
 
Schedule
· Monday through Friday
 
Benefits
• Health insurance
• Dental insurance
• Vision insurance
• 401(k) after one year
• 401(k) matching after one year
• Vacation, sick, personal, and holiday time
• Employee discounts

Please express your interest in our open Accounting Specialist position by providing your most current resume and cover letter to HR@roodandriddle.com.  

