EASTERN OKLAHOMA MEDICAL CENTER 

Position Description

POSITION:  Staff Accountant
 




DATE:  03/2021
DEPARTMENT:  Accounting



________________________________________________________________________________

Position Summary:

Perform a variety of duties such as maintaining the general ledger, reviewing financial statements, preparing financial reports, assisting with audits, and reconciling accounts.
Position Accountabilities:
1. Maintaining financial reports, records, and general ledger accounts.


2. Preparing journal entries, analyses, and account reconciliations and assisting with monthly close processes.


3. Maintaining documentation for accounts payable, purchasing, and treasury and conducting internal audits.


4. Performing monthly balance sheet reconciliations. 
5. Performing monthly bank reconciliations.
6. Meeting processing and reporting deadlines.
7. Responding to information requests, assisting with financial statements, and assisting with audits.
8. Ensuring compliance with GAAP.
9. Assisting the accounting manager as needed.
10.  Any other duties as assigned. 
POSITION QUALIFICATIONS: 
	Minimum Education
	Minimum: Associate degree
Preferred: Bachelor’s degree

	Experience:
	One year of accounting experience 

	Required Courses/Training
	Accounting/Bookkeeping.

	Required Certification/Registration
	None. 

	Skills
	Excellent communication skills, both written and verbal.
Working knowledge of GAAP.

Strong numeracy and analytical skills.

Good problem-solving and time management skills.

Highly organized and detail-oriented. 

	Physical Demands
	Lifts supplies/equipment up to 50 lbs.  Prolonged sitting.

	Working Conditions:
	Normal working conditions as in a standard office environment.


Health Care Professional Acknowledgement:
I have reviewed my job description and agree to perform all duties mentioned to the best of my ability. I understand my job duties may change as the needs of the department change. I further agree to notify my immediate supervisor, if I am unable to complete any of my job duties in a timely manner.
The employee is expected to adhere to all agency policies and to act as a role model in adherence to agency policies.

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an exhaustive list of all responsibilities.

I have read, understood and had the opportunity to ask questions regarding this position description.

___________       ______________________                ______________________

Date                     Employee Signature                          Employee Printed Name
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