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Job Description
Bookkeeper

FLSA Classification
[Indicate exempt or nonexempt] 

Salary Grade/Level/Family/Range
[Insert applicable information]

Reports to
[Insert title]

Date 
[Indicate date job description was created or revised] 

JOB DESCRIPTION 

Summary/objective 
Assist in managing the day-to-day accounting and finance requirements of the agency. 

Essential functions
·  Creating and tracking agency P&L reports 
·  Creating financial reports from the agency management system
·  Maintain the general ledger
· Accounts Payable and Accounts Receivable 
· Deposits and other banking duties
· Reconcile all bank accounts monthly
· Process payroll
· Maintain accurate records
· Follow GAAP and agency processes and procedures
· Other duties as assigned

Competencies
· Excellent organizational skills and accuracy
· Able to multi-task and meet deadlines
· Confidentiality, honesty, and trustworthy is  a must
· Proficient computer skills and knowledge of Microsoft Office and accounting software
· Excellent communication skills, both verbal and written


Supervisory responsibilities
None

Work environment
Professional office

Physical demands
Sitting for extended periods of time, use of computer for extended periods of time

Travel required
None

Required education and experience
· Experience in AP/AR, General Ledger, and financial reporting 
· Quickbooks, or other accounting software 

Preferred education and experience
·  College degree in accounting

Additional eligibility requirements


Work authorization/security clearance requirements
Must be able to provide documents showing authorization to work in the United States

Affirmative Action/EEO statement 
It is the policy of [insert agency name] Insurance to provide equal employment opportunities without regard to race, color, religion, sex, national origin, age, disability, marital status, veteran status, sexual orientation, genetic information, or any other protected characteristic under applicable law.

Other duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice. 

Signatures
This job description has been approved by:


Manager______________________________________   	  Date ________________



Employee signature below indicates the employee’s understanding of the requirements, essential functions, and duties of the position. 


Employee______________________________________     Date__________________
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