Billing Specialist – Chicago, IL
Riley Safer Holmes & Cancila LLP (RSHC) is a diverse, service-oriented, and technologically
sophisticated firm that is committed to providing legal and client service at the highest levels. We
have a national litigation and transactional practice. We currently have more than 80 lawyers in
offices in Chicago, San Francisco, Irvine, Ann Arbor, and New York. Founded March 1, 2016, our
partnership features leaders in many fields of litigation and transactions including class actions,
white collar, product liability, real estate, intellectual property, mergers & acquisitions, and
general litigation.
Our Chicago office is recruiting for a highly efficient and professional individual to assist with
client billing and other tasks. The ideal candidate will have legal billing experience with complex
matters and alternative fee arrangements in a fast-paced law firm. The Billing Specialist will be
required to provide ongoing support to the Billing Department and attorneys by providing
assistance with a variety of duties to include assisting with editing and maintaining prebills or
proforma invoices, updating budgetary information, invoice submission, and other duties related
to the submission and collection of monthly billing.
We are a hard-working, collaborative, and friendly group of professionals who are motivated to
support each other as we fulfill our Firm mission to be a law firm built for clients. The ideal
incumbent will be team oriented, collegial, and collaborative, which are “must have” qualities for
applicants, in addition to a proven track record of expertise with the following duties and skills.
Essential Duties and Responsibilities*:
• Maintain accurate and complete time accumulation and billing records.
• Ensure that all bills are properly prepared, approved, and processed by controlling input to
and output from the accounting system.
• Ability to execute complex bills in a timely manner (i.e., multiple discounts by matter, flat fee
billing, preparation of electronic bills).
• Assist partners in the timely collection of fees.
• Provide attorneys with requested detail of on status of unbilled time and disbursements, bills
rendered, and remittances received.
• Utilizes computerized accounting and payables software programs (Rippe & Kingston, Excel,
Word) to perform duties and responsibilities.
• Other duties as assigned.
* This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the
tasks that may be assigned.

Competencies
The following are competencies required to be successful in this position:
• Critical Thinker
The ability to gather relevant information, interpret and evaluate the data, and make
informed decisions. Develop sound, practical solutions and make timely decisions; provide
creative solutions to difficult and complex issues.
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Effective Communicator (Written and Oral)
The ability to communicate clearly and coherently, interpreting information and adapting
communication to suit particular situations and audience needs.
Strong Interpersonal Skills
The ability to develop and maintain relationships with others, and to work with others toward
a common goal by working cooperatively, developing positive relationships, and providing
information and assistance willingly.
Detail-Oriented
The ability to develop and apply comprehensive planning and organizing strategies to ensure
projects are appropriately prioritized and resources are used effectively and efficiently.
Proactive
The ability to see opportunities to make improvements and independently choose strategies
to achieve them; envisions new and innovative possibilities and acts on them independently
to achieve benefits.
Manages Change
The ability to change directions quickly as workflow needs change, and to respond with
flexibility to a changing work environment.
Technical Skills/Learning
The ability to quickly learn and integrate new technical skills and knowledge; seeks out
avenues to enhance technical skills.

Education and/or Experience
• A High school diploma or GED (or equivalent) is required, Associates or Bachelor’s degree in
accounting preferred
• Possess a minimum of three to five years of hands-on experience in a law firm accounting
environment; Rippe & Kingston and e-billing experience is preferred.
• Must have solid technology skills and particularly strong skills in a service-oriented office
environment.
• Demonstrated proficiency with Microsoft Suite, to include Excel and the ability to prepare ad
hoc reports and requests as needed.
• Must have a strong work ethic with the ability to multitask, prioritize, organize workflow, and
use time efficiently.
• Ability to research and resolve errors or discrepancies, effectively and efficiently.
• Aptitude for working with numbers.
• Ability to show strong attention to detail, as well as strength in proofreading.
• Ability to perform at high levels in a fast-paced, ever-changing work environment and
successfully adapt to changing priorities and work demands.
• Ability to anticipate work needs and follow through with minimal direction, follow up on own
initiative.
Skill Set and Abilities:
• Language Skills
Must have strong communications skills (i.e., communicate clearly and effectively in both
written and spoken English).
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Reasoning Ability
o Uses the utmost discretion regarding sensitive company and employee information.
o Must be able to coordinate resources and responsibilities and be able to get along well
with others.
o Must be able to develop a strong rapport with various department staff earning trust and
respect.
Physical Ability
May be required to lift up to 30 pounds.

Work Environment
The team atmosphere is fostered not only by the lawyers, but by all members of the support
staff. Our firm’s employees are proud of collaborating to service firm clients. Our commitment
to teamwork allows us to tap multiple fields of experience from our range of practice areas,
ensuring our ability to meet each client’s individual needs. Our team approach enables us to
analyze a situation from several points of view until we uncover the advantage that makes the
difference for our client.
The position is full-time, with flexibility needed to work overtime, as necessary.
This position requires pre-employment screenings which include a criminal background check
and reference check.
RSHC offers a comprehensive benefit package which includes medical, dental, vision, life
insurance, short-term and long-term disability, and 401k.
RSHC is proud to be an Equal Employment Opportunity Employer. All qualified applicants will
receive consideration for employment without regard to race, color, religion, sex, disability,
age, sexual orientation, gender identity, national origin, veteran status, or genetic information.
RSHC is committed to providing access, equal opportunity and reasonable accommodation for
individuals with disabilities in employment, its services, programs, and activities.
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