
 
 

Accounts Receivable Specialist 

JOB FUNCTION 

This position is responsible for the complete invoicing process for all Sauna360 outgoing 
customer invoices, including proofing of orders prior to invoicing, sending out invoices by mail or 
email, and uploading shipping information and filing paperwork. This position will also be 
responsible for adding and maintaining customer accounts, charging customer credit cards and 
will help with customer requests or questions. Reports to Controller and may need to perform 
other office duties. 

ESSENTIAL JOB FUNCTIONS 

• Invoice Sauna360 outgoing invoices 

• Send out invoices by mail or email 

• Upload shipping information into the company ERP system and file shipping information 

• Process customer credits/adjustments and credit card refunds, if applicable 

• Process credit cards for UPS and Truck Shipments 

• Pull daily credit card report for daily cash postings 

• Set up and maintain customer accounts online 

• Maintain Sales Tax Resale / Exemption forms 

• Maintain invoicing files 

• Proofing orders – including backorders / serial numbers / sales tax - prior to invoicing 

• Assist with monthly customer statements 

• Assist AR Credit Manager as needed 

• Other office duties 

RELATIONSHIPS AND CONTACTS 

• Contact with Sales, shipping coordinator, and Accounting staff 

QUALIFICATIONS 

• Proficiency with Microsoft Office (especially excel and word) 

• Self-starter with the ability to work independently 

• Associates or College degree helpful but not required 

 

 

 



 
 

SKILLS AND KNOWLEDGE 

• Strong computer knowledge 

• Good communication and documentation skills 

• Ability to work well with co-workers and other department personnel 

• Attention to detail required 

Job Type: Full-time 
 
Pay: From $17 per hour   
   
Schedule:  Monday – Friday, 8-hour shift, day shift 
 
Education: High school or equivalent (Preferred) 
 
Experience: Microsoft Office: 1 year (Preferred) 
 
Work Location: One location 
 
Benefits:       

• 401(k) 
• 401(k) matching 
• Dental insurance 
• Disability insurance 
• Employee discount 
• Flexible spending account 
• Health insurance 
• Health savings account 
• Life insurance 
• Paid time off 
• Tuition reimbursement 

TO APPLY 
 

• Apply via Indeed: Accounts Receivable Specialist - Cokato, MN 55321 - Indeed.com 
• Apply via email: hradmin@tyloheloinc.com  
• Apply via telephone: 320-286-5584 or 1-888-780-4427 
• Apply in person as follows: 

Sauna360 Inc. – Attn: Human Resources 
575 Cokato Street E. 
Cokato, MN 55321 

https://www.indeed.com/viewjob?jk=bfd906885950bc34&q=sauna360&l=cokato%2C+mn&tk=1g36pp74spv2b801&from=web&advn=4983198422920255&adid=385646970&ad=-6NYlbfkN0CkyVkrudwIYTQPsnxo7pSH42MeS39Jxntukz9fCbpevJnnVOzPnbLtDG8s3yNqGZrTlFA648FEbSPJey5HDjK9wbDk0oNLt_XcpQ3Ylu5kDSYlPRuFvtJQXy3VlgjKp0FFjqSJ4vL2nH6qdFVrz1N78REnrXIEnHz5xW_tGygQFhXViWAFptbbiOlqV-sYb73xi93VM_KpTWiGpRVnIV_A9uTP0uVDOj9fnUuB_MywMIb6vgpDwv2BPhBFrzN0b4Y6gilqPgLmyDRn5RKQIpjyIo8ob6K3txBwhiH6DMJkbPJWf550mUP_uziZn2ie46P8siEYqkAhGVlFGCZdIqbn8NhNQqqv2HArG-TwHhBrsBtPVgmDm5N2He2_OwHpbCU%3D&pub=4a1b367933fd867b19b072952f68dceb&vjs=3
mailto:hradmin@tyloheloinc.com

