
 

 

 

R. H. Boyd is currently hiring for the following positions. All jobs 

are at the Corporate Office in Nashville, TN.  

 

1. Staff Accountant  

2. Graphic Designer  

3. Receptionist  

4. Staff Editor 
 

 

 

 

 

 

 

For consideration, please email your resume and salary requirements to 

rhbpersonnel@rhboyd.com. No TELEPHONE CALLS, PLEASE.  
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Job Title: STAFF ACCOUNTANT 

Description 

The staff accountant collects, researches and analyzes accounting information to assist with job costing, 

inventory valuation, error correction and reconciliation of the balance sheet.  

Required Skills and Education 

 4 year degree in business with a concentration in accounting or 5 years of progressive experience 

working in various areas of accounting including accounts payable, accounts receivable, payroll and 

general ledger. 

 Understanding of generally accepted accounting principles and accounting terminology. 

 Must be familiar with common accounting software. 

 Requires attention to detail and the ability to work independently with minimal supervision. 

 Clear verbal and written communication skills with staff, customers and department directors.  

 Excellent analytical and problem solving skills.  

 Highly organized and ability to effectively manage priorities. 

 Intermediate to advance Excel skills required. 

 Must be available to travel for one week in June for the Annual Congress. 

 Must be available to travel for one week in September for the Annual Company Retreat. 

 

Responsibilities 

 Collects job cost ticket data from department directors and completes the monthly billing from R.H. 

Boyd Publishing Corporation to The R. H. Boyd Company. 

 Completes intercompany agreement tasks. 

 Leads physical inventory process and works with inventory administrators to make appropriate 

adjustments. 

 Prepares monthly WIP report and prepares adjustments as needed. 

 Reconciles all bank accounts.  

 Completes daily cash reconciliation. 

 Assists accounts payable, accounts receivable and payroll in the event of staff shortage. 

 Assists the Director of Finance with additional projects as assigned. 

 

 

 

 



 
 
 

Job Description 

Graphic Designer 

 

DEPARTMENT: Advertising/Marketing 

REPORTS TO: Advertising Supervisor 

 

JOB FUNCTION: 

To design and develop art for layout that effectively promotes and features RHBP 

products and service. 

 

JOB DUTIES: 

1. Develop and layout book covers, print advertisements, flyers, order forms  

        and other promotional materials and designs as needed. 

2. Artwork has to go through an approval process and must be approved by  

        the President/C.E.O. 

3. Download photography for use in layouts as needed. 

4. Supply bookstores with our images for website sales. 

5. Create eBlasts and upload on email marketing company site. 

6. Provide website images to web company for our website. 

7. Adhere to production schedules and meet scheduled deadlines. 

8. Keep Advertising Supervisor informed of progress and problems in the  

 Department. 

9. Attend various meetings, participate in company activities. 

10. Attend Division and Departmental meetings and provide reports.  

11. Complete weekly time sheet. Job cost ticket must be completed at the end  

of each job. 

12. Perform any other duties that may be assigned by the immediate       

        Supervisor, Manager, Coordinator, Director, and President/C.E.O. 

 

MACHINES AND EQUIPMENT INVOLVED: 

PC/Windows XP 

 

JOB REQUIREMENTS: 

Education/Experience: 

B.S. or B.A. Degree in Graphic Design with two (2) years of related computer 
experience. Demonstrated skill in InDesign CS5, Photoshop CS5, Illustrator CS5, 
Adobe Acrobat Pro 9 and Microsoft Outlook. 



 

 
Job Description 

Front Desk Receptionist  
 

 
DEPARTMENT: Marketing Administration 
REPORTS TO: Director of Marketing 
 
JOB FUNCTION: 
Serves visitors of the R.H. Boyd Publishing Corporation by greeting, welcoming, and 
directing them appropriately; notifies company personnel of visitor arrival; maintains 
security and telecommunications system. 
  
JOB DUTIES: 

1. Welcomes visitors by greeting them, in person or on the telephone; answering or 
referring inquiries. 

2. Directs visitors by maintaining employee and department directories; giving 
instructions. 

3. Maintains security by following procedures; monitoring logbook; issuing visitor 
badges. 

4. Maintains telecommunication system by following manufacturer's instructions for 
house phone and console operation. 

5. Maintains safe and clean reception area by complying with procedures, rules, 
and regulations. 

6. Maintains continuity among work teams by documenting and communicating 
actions, irregularities, and continuing needs. 

7. Contributes to team effort by accomplishing related results as needed. 
 

Skills/Qualifications: Telephone Skills, Verbal Communication, Microsoft Office Skills, 

Listening, Professionalism, Customer Focus, Organization, Informing Others, Handles 

Pressure, Phone Skills, Supply Management 

 
 
JOB REQUIREMENTS: 
Education/Experience: 
High School Diploma or equivalent 
 

 

 

 



 
 
 

Job Description 

Staff Editor 

  

 
POSITION: Staff Editor  

DEPARTMENT: Editorial  

DIVISION: Publications  

REPORTS TO: Publications Coordinator  

SUPERVISES: N/A  

 

 

 

 

JOB FUNCTION:  
1. Reads and edits manuscripts  

 

 

 

 

JOB DUTIES:  
1. Reads and edits manuscripts for content of Baptist doctrine, grammatical errors, topic corrections, 

Scripture in printed text or added by writers.  

2. Deletes and/or adds material when necessary on the computer and hard copy.  

3. Other duties as assigned  

 

 

 

 

 

JOB REQUIREMENTS:  
1. B.S. degree or higher in Theology or English from an accredited theological school.  

2. Computer knowledgeable, preferably with PC.  

3. Knowledgeable or Microsoft Word software.  

4. Good composition, reading, and comprehension skills.  

5. Adult curriculum writers should have or be working towards a Master’s degree in 

Theology/English.  

 
 

 

 


