
 

 
Job Posting: Accounts Receivable & Deductions Administrator 

 
 
Job Title: Accounts Receivable and Deductions Administrator 
Location: Bliss Unlimited Headquarters in Eugene, OR 
Shift: M-F, 9-5, 40 hours/week  
FLSA: Non-exempt 
 

At Coconut Bliss, our vision is Blissful Experiences for All Beings.  Our mission is to embody integrity 
through inspirational business practices and exceptional plant-based creations.  We make organic, dairy-free 
frozen desserts that taste good without making you feel bad.  We are a small team of dedicated 
people who enjoy working hard and having fun together.  We are always striving to have a 
harmonious working environment that is open and cooperative. We are looking for a long-term 
addition to our Bliss family who is also interested in helping to co-create an overall “State of 
Bliss”.    
 
Coconut Bliss is seeking an Accounts Receivable and Deductions Administrator whose 
responsibility will be to provide prompt, accurate and top-quality accounts receivable service 
while maintaining a professional and pleasant rapport with all of our customers.  This position is 
also responsible for assisting the Distributor Manager with deduction paperwork including 
audits and research of dispute claims.   
 
Ideal candidates will be experienced in accounts receivable, very organized, driven by deadlines, 
team-oriented and interested in contributing to the continuous improvement and success of 
their own work and the company has a whole.  We are seeking an individual who is professional 
and personable, someone who can get the job done and connect with customers and colleagues.  
 
 
Qualifications & Requirements 

• Education – High school diploma or general education degree required, some college 
preferred  

• Experience  
o Required: Experience in accounting and general understanding of accounts 

receivable principles 
o Preferred: One or more years using QuickBooks and/or in the food industry at 

the wholesale/manufacturer or distributor level 
• Schedule is generally 40 hours per week during regular business hours  
• Physical: The majority of the Accounts Receivable Administrator & Deductions 

Coordinator’s duties are performed at a desk, using a computer and phone, in a typical 
office environment 



 

 
Principle Duties 

Principle duties include:  
• Accounts Receivable – invoice customers, receive and deposit payments, prepare 

and send monthly statements, follow up with customers about late payments, 
and prepare broker payments before monthly deadline 

• Deductions – review paperwork for accuracy, apply verified deductions, make 
inquiries about discrepancies and collaborate with customers and Distribution 
Manager to resolve 

 
(The above list is meant to provide a broad overview.  A detailed job description will be 
provided during the interview process.)  
 
 
Compensation & Benefits 
Coconut Bliss pays fair and living wages for all positions, and provides excellent benefits 
including medical, vision and dental insurance, a Health Reimbursement Agreement, paid 
holidays, a generous paid time off benefit, a 401k with company match and several perks 
including all the Coconut Bliss you can eat!  More details about compensation and benefits will 
be provided during the interview process.   
 
 
If you have a passion for organic food and sustainability and are excited to work with a growing 
company who values collaboration, diversity, transparency and integrity, we welcome you to 
submit a cover letter and resume.  
 
Interested candidates may apply on our career site: https://coconutbliss.bamboohr.com/jobs 
 

https://coconutbliss.bamboohr.com/jobs

