
 
 
ACCOUNTS RECEIVABLE CLERK 
 
Salary: Commensurate with experience 
 
Work Address: Kentucky Exposition Center 

   937 Phillips Ln. Louisville, KY 40209 
 
Kentucky Venues’ two major convention and exposition facilities – the 
Kentucky Exposition Center and the Kentucky International Convention Center 
– work with regional, national and international clients to host world-class 
events. Kentucky Venues also produces signature events annually: Kentucky 
State Fair, World’s Championship Horse Show, National Farm Machinery 
Show, Championship Tractor Pull, North American International Livestock 
Exposition, and the North American Championship Rodeo. 
 
Kentucky Exposition Center: 
The Kentucky Exposition Center is one of the largest exposition facilities in 
North America. It hosts some of the worlds most recognized events and trade 
shows with 1.2 million square feet of contiguous meeting space. There are 54 
flexible meeting rooms, two arenas and 300 acres of outdoor exhibit and 
demonstration space which is all highly configurable to the specific needs of 
our clients. 
 
Kentucky International Convention Center: 
The Kentucky International Convention Center (KICC) is located in the heart of 
Downtown Louisville and hosts a full calendar of major conventions, 
conferences, expositions and private events. KICC reopened in late 2018 after 
a $207 million renovation yielding a multitude of eco-conscious designs and 
pre-function spaces featuring modern glass facades overlooking the cityscape. 
The facility boasts 200,000 square feet of Class A exhibit space and 52 
adaptable meeting rooms. 
 
Kentucky Venues is governed by the Kentucky State Fair Board.  
 
Work schedule can include nights, weekends and holidays as required.  
Benefits include life, health, dental and vision insurances, free parking, paid 
personal and sick leave, and state employee pension. 
 
Job Description: 
The Accounts Receivable Clerk accounts for all cash income handling, 
revenue deposits and collections reconciliation. 
 



 

Essential Functions (must be able to perform with or without reasonable accommodations): 

 Accounts for all credit card transactions and scans checks. 

 Reconciles event service desk orders and payments. 

 Collects and processes exhibitor payments and debts. 

 Locates customers of delinquent accounts and solicits payment via mail, phone or email. 

 Tracks records of customers’ financial status and efforts to obtain collections using 
specific event management and financial software. 

 Acts as the department liaison to Access Control regarding all gate revenue received. 

 Reconciles gate funds against auditor reports. 

 Resets and reconciles KICC’s garage toll machines regularly. 

 Acts as a backup for reloading and reconciling facility ATM machines. 

 Creates monthly PARC database. 

 Directly receives general AR email and phone calls and addresses or directs 
accordingly. 

 Sorts and files correspondence and performs miscellaneous clerical duties including 
addressing correspondence and writing reports. 

 Adheres to and exemplifies organizational core values and service expectations. 

 Maintains a professional, welcoming and responsive demeanor and addresses inquiries, 
requests and concerns graciously, discreetly and with a sense of urgency. 

 Performs relative duties and manages other responsibilities as assigned. 
 
Physical and Mental Demands (must be met with or without reasonable accommodations to 
perform essential functions): 

 Consistently remains stationary at a desk or within an office workstation and operates a 
computer to accomplish a majority of duties and assigned tasks. 

 Frequently operates office devices including some or all of, but not limited to: calculators, 
telephones, copy and fax machines and printers. 

 Occasionally moves about multiple acres of facility space including traversing stairs, 
ramps, escalators and elevators and maneuvers through heavily occupied spaces. 

 Occasionally moves objects weighing up to 25lbs. 

 Consistently functions and works within a moderate-to-high pressure event-driven 
environment, according to a stringent schedule. 

 
Work Environment and Hours of Work: 

 Most work takes place in an office setting with minimal-to-moderate noise levels, but 
some work may require accessing areas with moderate-to-high noise levels where event 
functions and facility maintenance are taking place. 

 Generally works typical weekday hours, but contingent on event scheduling, work hours 
may include some evenings, early mornings, weekends and holidays. 

 Contingent on event requisites, occasionally works more than 40hpw. 

 Limited exposure to weather conditions such as cold and hot temperatures and humidity 
based on the property location of an active event. 

 Limited exposure to high-allergen and other atmospheric elements including some or all 
of, but not limited to: livestock and other animals, hay, dirt, dust, and exhaust fumes. 

 Limited exposure to event operation elements and applications including some or all of, 
but not limited to: use of heavy and specialized tools, moving vehicles and mechanical 
equipment, and direct contact with chemicals. 

 
Knowledge, Skills and Abilities: 
Knowledge of 



 

 Communication techniques and methods and proficient use of the English language to 
communicate effectively, verbally and in writing. 

 Administrative and clerical procedures and systems such as word processing, managing 
files and records, transcription and design form. 

 Customer and guest service principles and quality standards in order to provide 
excellent customer and guest service. 

 

Skilled at 

 Basic arithmetic, economics and accounting principles and best practices. 

 Efficiently using Microsoft Office applications including Excel, Outlook and Word. 
 

Ability to 

 Document and record information for historical retrieval. 

 Proficiently understand and apply use of the English language. 

 Actively listen – give full attention to what is being said, understand points being made 
and ask questions for clarification. 

 Conduct self in a professional and composed manner. 

 Comprehend, assess, and respond effectively to oral, written and non-verbal 
communication. 

 Prioritize tasks and responsibilities within specified time constraints. 

 Function effectively in moderate to high-pressure situations. 

 Type and operate a computer and other office devices including, but not limited to, 
calculators, telephones, copy and fax machines and printers. 

 Work collectively as a team member and take initiative to complete tasks working 
individually. 

 
Education and Experience: 

 High school diploma or equivalent is required. 

 Bachelor’s degree from an accredited college or university with course work in 
accounting, economics or a related field of study is preferred. 

 Minimum of two years of accounting experience is required. 
 
Additional Requirements: 
Applicants of and employees filling this position may be required to submit to a background check. 
 
Application Process: 
Interested applicants should email a letter of interest, résumé and three professional references 
to: 
 
Tony Schreck, Chief Financial Officer 
Kentucky Venues 
Anthony.Schreck@kyvenues.com 
 
The subject line of the email shall state “Accounts Receivable Clerk Vacancy”. 
 
The Commonwealth of Kentucky does not discriminate on the basis of race, color, religion, sex, national origin, sexual orientation, 
gender identity or expression, ancestry, age, pregnancy or related medical condition, marital or familial status, disability, veteran 
status, political affiliation, or genetic information in accordance with state and federal laws. 


