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Bookkeeper

Description

The Bookkeeper is responsible for maintaining accurate financial records and
supporting the organization’s day-to-day accounting operations. This role ensures
the timely and accurate processing of financial transactions, including accounts
payable, payroll, and general bookkeeping activities. The Bookkeeper will also
prepare financial records for review by the company’s CPA, maintain compliance
with accounting standards, and provide administrative support to the finance
function.

Responsibilities

Maintain accurate financial records and perform daily bookkeeping
activities, including recording financial transactions, reconciling accounts,
and maintaining the general ledger.

Manage the accounts payable (AP) process, including invoice verification,
payment scheduling, vendor communication, and record maintenance.
Process payroll accurately and ensure timely payroll preparation while
maintaining confidentiality of employee compensation records.

Prepare financial documentation, reports, and supporting schedules for
review by the company’s CPA and management.

Assist with monthly, quarterly, and year-end financial closing activities.
Ensure financial records are organized, accurate, and compliant with
company policies and applicable accounting standards.

Utilize ERP systems to manage accounting transactions and financial
reporting.

Support other accounting, finance, and administrative tasks as assigned by
management.

Qualifications

Minimum of 2 years of bookkeeping or accounting experience, preferably in
the healthcare industry.

Experience using ERP systems is required.

Experience with NetSuite is preferred; however, training will be provided for
the right candidate.

Strong understanding of bookkeeping principles, accounts payable, payroll
processing, and financial recordkeeping.

Excellent attention to detail, organizational, and time management skills.
Ability to manage multiple priorities while meeting deadlines.

Proficiency in Microsoft Excel and other Microsoft Office applications.
Strong written and verbal English communication skills.

Ability to work independently in a remote environment while maintaining
accuracy and confidentiality.
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