
Administrative Assistant Needed 
 
Founded in 1990, Carroll and Company is one of the largest independent public accounting firms in the 
Big Bend area. We are eagerly seeking the highest caliber individual to support our plan for growth. Carroll 
and Company offers a wealth of opportunities for your career including a professionally challenging 
environment, the chance to work with people who are motivated and fun to be with, highly competitive 
compensation and incentives and community involvement.  

 
Duties include:   
Administrative duties: 

- Assembling tax returns for clients, scanning documents, and other tasks that may be          
assigned from time to time.  

- Assist with editing and updating detailed Financial Statements 
- Assist with typing and printing the firm’s invoices.   
- Answering phones and acting as back up for the receptionist as needed.  
- This position provides general support to all departments within the firm. 

Marketing Duties:   
- Assists in the development and implementation of the firm’s Marketing, Advertising and Public 

Relations and Recruiting activities.  
- Coordinates all mailings to clients, including overseeing production, printing and distribution. 
- Create, update and distribute Newsletter for the firm. 
- Periodically make updates to the firm’s Website.  
- Create and update all social media venues. 

 
Candidate must have: 

- Proficiency with Microsoft Word, Excel, Publisher and PowerPoint, and ability and desire to 
learn new programs as needed. 

- Three or more years of recent administration, marketing, or communications experience 
- Outstanding verbal and written communication skills 
- Ability to handle multiple tasks and assignments simultaneously  
- Strong attention to detail 
- Good organizational and time management skills 
- Ability and desire to have direct contact with clients. 

 
Benefits: 

- Competitive compensation 

- Flexible schedules and paid time off 

- Company paid medical insurance 

- Paid overtime 

- 401(k) with employer matching 

- Bonus plan 

 
Position will be full-time and daily schedule is flexible between 8am-5:30pm with some Saturday work 
required from January through April.   

 
Please contact Tammy Creel at 850-877-1099 or tcreel@ccrcpa.com 

mailto:tcreel@ccrcpa.com

