
CEI STUDENT JOB POSTING 

 

 

Job Title:    BOOKKEEPER/PART TIME 
Salary:       Wages $16-22/hour DOE.  Medical Stipend, Life insurance. Part-time approximately 16-24 

hours per week. Hours are flexible within a Mon-Friday 8-5 schedule. 

Job Closing Date (mm/dd/yy):       Until Filled 

 

Company Name:    Better Hearing and Audiology LLC 
Contact Person:       Amy Parsons, Office manager 
Address:                    

City/State:             

Phone Number:   208-757-3631 

Web Address:         

Contact email:        betterhearingamy@gmail.com 
 

 

 

General Responsibilities: A growing audiology practice is looking to fill a PART TIME 
Bookkeeper position in a warm positive office environment.  This position will also assist with 
some basic human resource duties. Our office has a productive, warm, and inviting spirit and 
we are passionate about what we do. We are praying to find someone to join our team who will 
enhance the spirit of our office and our mission of bettering relationships through better 
hearing. 

 

Job Qualifications:  

Must have: 
--Strong knowledge of QuickBooks Pro, Excel, Word, Microsoft Office, and Google and able to 
learn our 3rd party software (CounselEar) quickly. 
--Associate’s degree in accounting or experience in small business accounting. 
--Sound knowledge of accounting fundamentals and compliance oriented. 
--Ability to take direction and be self-motivated to work independently without direct 
supervision. 
--Great organizational skills/reliability and ability to recognize and meet all payment/tax/payroll 
deadlines. 
• High degree of accuracy and attention to detail. 
• Good interpersonal and communication skills. Enjoy working with our team. 
--Ability to maintain both HIPPA and business strict confidentiality requirements. 
  
Book Keeping Duties Include: 
--Data entry into Quickbooks Pro. 
--Syncing with 3rd party apps. 
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--A/P & A/R (will coordinate with our billings specialist who bills/collects from insurances and 
patients) 
--Bi-monthly payroll with commissions  
--Reconciliation of multiple bank and credit card statements and other items 
--Monthly P & L’s with a Balance Sheet 
-- Compliance with all monthly / quarterly scheduled tax filing deadlines and being tax audit 
ready at all times for both Idaho and the Federal government. 
--Prepare W2s and 1099s annually. 
--Work with external CPA for business’ annual tax returns. 
 
--Analyze financial data and provide insights to Ownership 
--Overseeing and preparing financial statements for Ownership 
--Always look for ways that we can improve. 
  
Human Resource duties include: 
--Administers employee benefits programs, such as retirement plans, group term life insurance, 
etc. 
--Works closely with 3rd party brokers and administrators to ensure accurate and compliant 
benefits administration to include updating benefits materials, forms, and presentations. 
--Processes benefits related forms and documentation for staff who are making selections 
during onboarding, during employment, or offboarding. 
--Provides necessary information to 3rd parties as required annually. 
--Assists with completion of new hire paperwork and ensures necessary paperwork is 
completed in employee’s personnel file. 
--Maintain appropriate insurances and track staff licensing and education. 
--Other HR-related duties as assigned. 

  
Application Process:   

-- Must pass criminal, credit, and drug background check after a conditional offer of 
employment. 
-- Must sign a non-disclosure agreement. 
  
Physical requirements: 
Good vision, good manual dexterity, and being able to sit for extended periods of time.  The job 
is primarily desk/computer work. 
 

 


