
 

 

JAMIS ACCOUNTANT I 
Rose Li and Associates, Inc. (RLA), a small but rapidly growing government 
contractor based in Rockville, MD, seeks a full-time JAMIS Accountant. RLA is a 
woman- and minority-owned small business specializing in science writing, research 
and analysis, conference services, and program management support. It received its 
8(a) certification from the U.S. Small Business Administration (SBA) in October 2015. 
With this certification, RLA is growing in size, core competencies, and employee 

benefits. Therefore, the ideal candidate is excited about being part of a growing enterprise and 
is passionate about moving science forward, producing quality work, and supporting a team 
effort. For more information about RLA, visit our website at https://roseliassociates.com.  

Position Summary 
The Accountant I is an entry-level position responsible for assisting the finance department in 
creating accurate and timely financial records for the organization. This position reports to the 
business manager. The company is migrating from QuickBooks to JAMIS Prime for its 
accounting system in anticipation of growth of future operations. 

Essential Functions 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 

• Prepare accounting records (accounts payable, billing, employee setup, fixed assets, 
general ledger, month-end close, payroll, and project setup). Also includes preparing 
and reviewing financial statements and other financial reports, to assess accuracy, 
completeness, and conformance to standards defined within the department. 

• Reports to the business manager—the financial lead of the organization. 
• Review invoices and records to determine the accuracy of accounts prior to data entry 

into the accounting system (JAMIS Prime). 
• Generate client invoices (Firm Fixed Price and Time & Materials) in accordance with our 

contracts.  
• Document and ensure proper keeping of financial records, making use of current 

technologies. 
• Prepare forms and manuals for accounting, other personnel, and project staff (as 

appropriate). 

We are an extremely small and dynamic firm, and everyone contributes in our organization. 
There may be times were this staff member is exposed to other operational issues (i.e., our 
event/meeting planning group) in our company.   

Other Duties 
This job description is not designed to cover or contain a comprehensive listing of activities, 
duties, or responsibilities that are required of the employee for this job. Duties, responsibilities, 
and activities may change at any time with or without notice. 
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Supervisory Responsibilities 
This position has no supervisory responsibilities. 

Required Education and Experience 
Recent bachelor’s degree in accounting or equivalent number of years of experience. 

Work Environment 
This job operates in a professional office environment. The role routinely uses standard office 
equipment such as computers, phones, photocopiers, filing cabinets, fax machines, scanning 
documents. The accountant will interface with internal project staff and external clients and 
vendors.  

This is largely a sedentary role. However, some filing will occur, which requires the ability to lift 
files, open filing cabinets, and bend or stand as necessary. 

Closing Date  
Open until positions are filled.  

To Apply 
Please email a resume and cover letter to careers@roseliassociates.com and write “JAMIS 
Accountant” in the subject line. Please, no phone calls, no recruiters. 

RLA is an equal opportunity employer, and all qualified applicants will receive consideration for 
employment without regard to race, color, religion, sex, national origin, disability status, 
protected veteran status or any other characteristic protected by law. 

RLA offers a full range of benefits including subsidized health insurance premiums, 401K, profit-
sharing, PTO, holidays.  
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