
 

 

 

 

 

 

 

 

 
POSITION OVERVIEW:  
 Responsible for bookkeeping functions as needed to support mid-size not-for-profit business.  
Responsibilities include monthly and annual financials, payroll and payroll taxes, accounts receivable and payable, 
billing to funding agencies including state and federal government contracts, and related financial management 
reporting.     
 
ESSENTIAL JOB DUTIES: 
1. Billing:  Assure submission of timely and accurate billing (invoicing) to all state and federal agencies and 3rd 

parties (contract and non-contract), and related Accounts Receivable records.   Prepare weekly receivables 
reporting, identifying invoices/accounts which might require collection attention as part of cash flow 
management initiatives.   

2. Disbursements:  Process purchase orders, check requests, and other disbursement requests, assuring compliance 
with financial policies and tie to full documentation and justification for all expenses, all checks written, and all 
funds transmitted electronically. 

3. Payroll:  Process staff and client payroll twice monthly assuring pay dates are met and paychecks accurately 
reflect work done as reflected on timesheets for correct pay rates, as well as flex and other requested or 
required payroll deductions.  Maintain payroll records and financial information, including preparing and filing all 
required state and federal payroll and workers compensation reporting and payments are processed.  Reconcile 
employee benefit invoices against employee deductions and eligible employees on a monthly basis. 

4. Budget:  Complete budget annually for submission to the Board of Directors.    
5. Bank Reconciliation and Loan Management  
6. Asset Management:  Assures accurate asset and depreciation records are maintained, and incorporated into 

monthly and annual financials.  
7. General Ledger Accounts:  Maintain the General Ledger accurately and in the format as required for timely and 

accurate reconciliation and monthly and annual financial reporting.  Assure Division level P&L statements are 
created each month as part of the financial reporting initiative.   Maintain books on an accrual basis, assisting 
with cash flow analysis as requested. 

 
ADDITIONAL RESPONSIBILITIES: 

1. Maintain strong understanding of Solana accounting system, remaining current on all developments and ways 
the program can increase automation and efficiency of the Tesh processes.   

2. Obtain and maintain strong understanding of all billing systems and processes associated with state agencies, 
including but not limited to Health & Welfare and Idaho Vocational Rehabilitation.   Maintain fire safe originals 
of all contracts; prepare billing summary for each including required timelines. 

3. Create and maintain standard operating procedures, including pertinent timelines, for all functions in the 
accounting/bookkeeping audit. 

4. Follow generally accepted accounting practices (GAAP), extra recommendations for not-for-profit agencies, 
and Tesh Financial Policies; assure only the highest level of integrity is maintained in all functions of this 
position.   

5. Maintain regular processes and procedures which will facilitate annual financial audit and/or compilation, 
working with auditors as needed to assure completely transparent records as needed to optimize the third 
party review.    

6. Will meet weekly with immediate supervisor, the CEO.   

 

  JOB TITLE:             Bookkeeper 

  DEPARTMENT:         Operations 

  RESPONSIBLE TO:   CEO 

  FLSA:                                   PT, Hourly 



7. Performs other duties, both within the program area and throughout the agency as requested or required by 
the CEO. 

 
SUPERVISION EXERCISED: 
 Does not directly supervise employees.   
 
MINIMUM QUALIFICATIONS: 
 Bachelor’s degree in accounting appreciated; minimum of three years comprehensive Bookkeeping or 
Accounting experience required.  Previous experience at similar level of responsibility in a not-for-profit organization 
preferred; previous medical billing experience desired.   Excellent track record of responsibility for substantial 
receivables and payables, and high level of integrity in handling of same.  Strong knowledge of establishing and 
maintaining cross trained procedures which are audit compliant.  Experience creating and maintaining standard 
operating procedures.  Strong communication, organizational skills, customer service and people skills needed.  
Exceptional level of integrity and self-initiative required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

 Knowledge of general accepted accounting principles. 
 Ability to secure and handle cash; fully bondable. 
 Very strong attention to detail and ability to calculate and managed numbers. 
 Ability to use independent judgment and to manage and impart confidential information. 
 Ability to provide technical advice and information to co-workers. 
 Strong interpersonal and communication skills, and ability to work effectively with a wide range of 

constituencies in a diverse community; ability to maintain professional demeanor and strong level of 
customer service in all transactions with internal and external customers. 

 Skilled in use of database management, accounting system, and Office Software (Word, Excel) and ability to 
use same to accomplish financial statements and reports and request for data in logical, compelling manor.   

 
WORKING CONDITIONS: 

Starting salary is $16.oo/hr., 25 – 30 hrs./wk., Monday through Friday.  Extended hours may be required from 
time to time to meet billing, payroll and financial statement deadlines.   

Physical effort and physical risk is minimal in this position.   Qualified person must be able to perform the 
essential duties of the position with or without accommodation.  A qualified person with a disability may request a 
modification or adjustment to the job or work environment in order to meet physical requirements of the position.  
Tesh will attempt to satisfy requests as long as the accommodation needed is reasonable and poses no undue 
hardship to Tesh, Inc. 

 
 

The above is general in nature and not intended to be an exhaustive job description or list of duties.  Tesh 
reserves the right to revise or change job duties and responsibilities as needs arise. 
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