
Staff Accountant - CPA
Employment Type: Full Time

Compensation: $68k + Profit Sharing
Medical Benefits: Medical/Dental/Vision
Personal Benefits: 25 Days Paid Leave 1st Year
Retirement Plan: 401K option
Remote: 20% and will increase in time
Travel: None

Our CPA Firm provides specialized accounting services exclusively to healthcare 
professionals. We are seeking a solid, organized and knowledgeable bookkeeper to 
perform bookkeeping, accounting and other financial management functions for 40-50 
clients. Candidates must exhibit a high level of professionalism, diligence and good 
communication skills as the Bookkeeper is a key contact with clients.

Responsibilities and Duties:
Code (or confirm client codes) on client check register using a common general ledger 
chart of accounts. We provide "write-up" accounting services. Understanding of debits, 
credits, general ledger and trial balance are essential. Communicate with clients to 
clarify questions, address issues and follow up on missing information.

Reconcile all client checking accounts to the respective bank statements, accounting for 
differences and notifying client of changes that need to be made to the checkbook 
register.

Prepare journal vouchers to record monthly production, adjustments and collections in 
the general ledger and reconcile the collections to bank deposits. Responsible for 
accuracy of the general ledger for all assigned clients.

Prepare unsecured property tax returns, business licenses and sales tax returns for clients
requesting this service.

Required Skills 
A 10 key (by touch) test may be administered. Minimum 125 keystroikes per minute 
with no errors. Keystrokes reduced for each error.

A basic accounting test covering debits, credits, bank reconciliation, general ledger, trial 
balance and payroll may be administered.

A writing test may be administered to determine ability to work with MS Word and 
compose memos and letters.

A spreadsheet test may be administered to determine ability to work with MS Excel and 



compose basic formulas.

Qualifications:
Candidates must have a minimum of three years bookkeeping experience. Preference 
will be given to those who:
1) Have worked as bookkeepers in a public accounting environment (CPA firm); or
2) Have provided full-charge bookeeping services to multiple clients concurrently; 3) 
Have worked with Creative Solutions write-up accounting software (not required, but 
desirable).

Flexible start time (7:00 a.m. - 9:30 a.m.) Monday through Friday
9 Holidays each year
10 days of vacation earned each year for the first five years.
5 days of sick/personal leave each year
Pleasant work environment
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