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Home Healthcare - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: Chief Financial Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a Bookkeeper to keep the agency's books accurate. You'll pay vendors, record deposits from Medicare, Medicaid, insurers, and private-pay families, reconcile accounts, process mileage reimbursements, and help the CFO close each month. Claims belong to the Billing Specialist; you handle what runs through the general ledger.
2. Essential Duties and Responsibilities
1. Pay vendors for medical supplies, software, rent, and other costs on schedule.
1. Record deposits and match them to remittances and private-pay invoices.
1. Reconcile bank, credit card, and payroll accounts every month.
1. Process mileage and expense reimbursements for clinicians and caregivers under [your mileage policy].
1. Prepare journal entries, accruals, and supporting schedules for month-end close.
1. Support the CFO and outside accountants with audits, tax filings, and the Medicare cost report.
3. Key Tasks / Daily Activities
1. Enter and code vendor bills, and route them for approval.
1. Record the day's deposits and electronic payments.
1. Review mileage submissions for missing logs or duplicates.
1. Answer vendor and staff questions about payments.
4. Key Performance Indicators (KPIs)
1. Month-end close on schedule: [your target].
1. Reconciliations completed on time: [your target].
1. Mileage reimbursement errors: [your target].
1. Vendor payments made on time: [your target].
5. Required Qualifications and Skills
1. High school diploma or equivalent; accounting coursework is a plus.
1. [2+] years of bookkeeping or accounting experience.
1. Comfortable with [QuickBooks or your accounting software] and spreadsheets.
1. Catches small errors before they reach the financial statements.
1. Keeps financial and employee information confidential.
6. Preferred Experience
1. Bookkeeping experience at a health care or home care company.
1. Associate degree in accounting.
1. Experience with payroll for an hourly workforce that works in the field.
7. Physical Requirements
1. Sitting at a computer for long periods.
1. Occasionally lifting files and supplies up to [15] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based in [office city]; hybrid work: [your policy].
1. Regular hours: [Monday through Friday], with longer days at month-end.
1. Works closely with the Billing Specialist and payroll on deposits and reimbursements.
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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