Bookkeeper Job Description for Employees

· Complete all tasks by due date
· Handle mail
· Answer phone
· Take down messages and pass on to relevant personnel
· Scan documents
· File and archive documents
· Fax documents
· Prepare and send emails using Outlook 
· Deliver deposits to the bank
· Maintain cheque/check book
· Access online banking
· Use computer and bookkeeping software
· [bookmark: _GoBack]Process computer backups and keep in secure location
· Memorize passwords and keep them secret
· Basic knowledge of programs such as MS Excel and Word
· Prepare and post general correspondence, letters and memorandums
· Set up spreadsheets with accurate formulas
· Reconcile bank account with cashbook
· Contact with clients, suppliers, banks, tax department
· Deal with all queries and issues promptly
· Accounts payable – reconcile bills and statements, pay bills
· Accounts receivable – issue sales invoices and statements, receive payments
· Issue receipts to customers paying cash
· Debt collections
· Perform stocktakes
· Handle cash and maintain petty cash log
· Stop for morning breaks and lunch!
· Adjusting journal entries
· General ledger checks
· Have a good understanding of double entry bookkeeping, and payroll and sales tax laws
· Collect employee timesheets
· Process payroll and pay employees by due date
· Prepare and report payroll deduction returns to the government
· Prepare and report sales tax returns to the government
· Pay sales tax and payroll deductions by due dates
· Maintain chart of accounts
· Maintain inventory account
· Deal with foreign currency transactions
· Prepare bookkeeping reports
· Report to management, business owners and clients
· Prepare end of financial year checks
· Liaise with tax accountant
· Supervise bookkeeping juniors


Bookkeeper Job Description for Bookkeeping Service Providers

· Liaise with customers on a regular, sometimes daily basis 
· Perform any or all of the duties listed above for them
· Travel to the client’s offices to process their accounts
· Keep an accurate record of the time you spend on their accounts
· Bill them at the end of the month
· Advise them on bookkeeping processes
· Suggest and implement systems to improve their business accounts
· Keep them informed of changes to payroll and tax laws, and updates to their bookkeeping software
· Provide an accurate and high quality service
· Warn them if the bookkeeping reports indicate financial issues for which they need to take steps to improve
· Continuously finds ways to decrease the amount of time you have to spend on their accounts – reduced bills from you will keep them happy.

