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Dental - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: Chief Financial Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll keep the books for our dental practices and central office. You match each practice's daily deposits to its day sheet, pay supply and lab bills, reconcile bank and card accounts, process patient and insurance refunds, and help the CFO close each month on time.
2. Essential Duties and Responsibilities
1. Match each practice's cash, card and insurance deposits to its day sheet in [your practice management software].
1. Enter and pay bills from supply companies, dental labs and other vendors, coded to the right practice.
1. Reconcile bank, credit card and merchant accounts for every practice entity each month.
1. Issue patient and insurance refunds for credit balances after the billing team confirms them.
1. Prepare month-end entries and reports for the CFO.
1. Send hours and payroll changes to [your payroll provider], and check the payroll register before it runs.
3. Key Tasks / Daily Activities
1. Review the prior day's deposits from each practice and follow up on any that don't match.
1. Enter vendor invoices and match dental lab bills to completed cases.
1. Answer practice managers' questions about expenses and petty cash.
1. Code card transactions and attach receipts.
4. Key Performance Indicators (KPIs)
1. Deposits reconciled to day sheets: [your target].
1. Month-end close delivered on time: [your target].
1. Vendor bills paid on time: [your target].
1. Refunds processed on time: [your target].
1. Reconciliation errors: [your target].
5. Required Qualifications and Skills
1. [2+] years of bookkeeping for a multi-location business or multiple entities.
1. Strong with [your accounting software] and spreadsheets.
1. Knows bank reconciliations, accounts payable and month-end close.
1. Careful with details and with confidential financial information.
1. Associate degree in accounting or equal experience.
6. Preferred Experience
1. Bookkeeping experience in a dental or medical office.
1. Knows how day sheets, adjustments and insurance payments show up in dental practice management software.
1. QuickBooks ProAdvisor or AIPB Certified Bookkeeper credential.
7. Physical Requirements
1. Sit at a desk and computer for most of the day, with some filing.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Central office in [city] [or remote].
1. Business hours [Monday through Friday], with longer days at month-end.
1. Handles confidential financial and payroll information.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new bookkeeper gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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