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ACCOUNTING & HUMAN RESOURCES 
ASSOCIATE 
POSITION OVERVIEW 

JOB DESCRIPTION 
Emergent Method is seeking a dynamic accounting professional to serve our team as an Accounting & Human Resources 
Associate. This individual serves as a critical member of the firm’s administrative team, ensuring various accounting and 
human resource needs are met accurately and diligently for the internal team, as well as the firm’s clients. The ideal candidate 
has experience supporting various accounting, human resource, and operational tasks, preferably within the private sector. 
This person must be organized, have a keen attention to detail, and be comfortable balancing multiple priorities, often under a 
tight timeframe. This is a full-time, permanent position located in Baton Rouge, Louisiana.  

Key responsibilities include but are not limited to the following: 
 
• Maintain ownership of invoicing and accounts receivable processes, including creating invoices and financial reports, 

applying payments received, and investigating billing and payment discrepancies 
• Collaborate with project managers, team members, and clients to generate invoices accurately and on time 
• Manage time entry and reconciliation of project invoices in client systems to ensure accurate billing information 
• Support accounts payable and expense reconciliation processes, ensuring accuracy and timeliness of all vendor, 

subcontractor, and other expenses 
• Oversee and prepare bi-weekly payroll reports, including obtaining hours worked and employee reimbursements, 

calculating overtime and other payroll considerations, maintaining payroll deductions, and entering all information for 
processing 

• Support human resource efforts by coordinating candidate interviews, organizing resumes and other hiring information, 
assisting with offer letters and onboarding paperwork, maintaining personnel files and records, and serving as a liaison 
between consultants and the administrative team 

• Support various information technology tasks, which may include setting up hardware and software for new employees, 
troubleshooting technical issues, and maintaining all software licenses 

• Create and maintain standard and ad-hoc reports as well as Excel dashboards 
• Provide additional support to team members and clients, as needed 

Qualifications include:  

• Bachelor’s degree in Accounting, Finance, or related field required 
• 2+ years of related experience within the private sector and/or public accounting firm 
• Understanding of GAAP and accounting principles 
• Experience in invoicing, payroll processing, or other business responsibilities 
• Proficient in MS Office, and strong fluency with Excel formulas and functions 
• Experience with QuickBooks and/or ADP preferred 
• Extreme attention to detail 
• Strong quantitative and analytical competency 
• Positive attitude dedicated to client and customer service 
• Ability to communicate effectively with team members and clients, both written and orally 
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• Problem-solving skills 
• Ability to resolve discrepancies by working well with others to ensure adherence to policies and procedures 
• Excellent time management skills, ability to multi-task, and capacity to prioritize work 
• Strong organizational and planning skills 
• Comfort dealing with ambiguity and the ability to work independently 

HOW TO APPLY 
Candidates should submit a resume to jobs@emergentmethod.com. Applications will be accepted until the position is filled. 

ABOUT EMERGENT METHOD  
Emergent Method is a Louisiana-based management consulting firm focused on helping companies and organizations 
innovate, grow, improve their performance, and achieve their missions. 

We do this by bringing people and ideas together to understand opportunities, let ideas emerge, and create multi-faceted 
solutions with results greater than the sum of their parts. We come from diverse backgrounds that lend to expertise in solving 
complex problems, implementing impactful change, helping our clients navigate shifting landscapes, and seizing opportunities 
– including those they had not seen before. From strategic planning and organizational design to project management and 
strategic communication, we are dedicated to helping our clients adapt, innovate, and grow – pushing systems, agencies, and 
industries to new heights, while developing strategic, systemic solutions and processes to support those goals. 

We opened our doors in 2012 and have been recognized for growth and achievement over the years, including the Greater 
Baton Rouge Business Report and Junior Achievement's Company of the Year (2017), Consulting Magazine’s fastest growing 
consulting firms (2018, 2019, 2020), Inc. Magazine’s fastest-growing private companies in America (2018, 2019, 2020), LSU’s 
100 fastest growing alumni owned business (2018, 2019, 2020), and the Louisiana Association of Business and Industry’s 
Company of the Year (2019). 

We are dedicated to seeking the same measures of continuous improvement for the clients we serve and supporting them in 
all actions of planning, growth, and emergence to the forefront of their industries. 

To learn more about Emergent Method and our team, visit our website at emergentmethod.com.  

ADDITIONAL INFORMATION 
Emergent Method and associated entities are equal opportunity employers. We do not discriminate against employees or 
applicants for employment on any legally recognized basis or any protected class under federal, state, or local law. 
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