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J and B Medical provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to religion, 
race, color, national origin, age, sex, height, weight, sexual orientation, gender identity, marital status, or status as a protected veteran, among 
other things, or status as a qualified individual with disability or any other category protected under applicable federal and state laws. 
 

 

Job Description 
 

Job Title: Bookkeeper Department: Accounting 
Location: Wixom Classification: Non-Exempt 
Reports to: Accounting Supervisor Created on: 3/11/2019 

 
Summary: This position creates financial transactions and generates reports from that information. The 
creation of financial transactions includes posting information to accounting journals or accounting 
software from such source documents as invoices to customers, cash receipts, and supplier invoices. The 
bookkeeper also reconciles accounts to ensure their accuracy. 

 Essential Functions:  
1. Purchase supplies and equipment as authorized by management 
2. Monitor office supply levels and reorder as necessary 
3. Tag and monitor fixed assets 
4. Pay supplier invoices in a timely manner 
5. Take all reasonable discounts on supplier invoices 
6. Pay any debt as it comes due for payment. 
7. Issue invoices to customers 
8. Collect sales taxes from customers and remit them to the government 
9. Ensure that receivables are collected promptly 
10. Record cash receipts and make bank deposits 
11. Conduct a monthly reconciliation of every bank account 
12. Conduct periodic reconciliations of all accounts to ensure their accuracy 
13. Maintain the petty cash fund 
14. Provide information to the external accountant who creates the company’s financial statements 
15. Assemble information for external auditors for the annual audit 
16. Maintain an orderly accounting filing system 
17. Maintain the chart of accounts 
18. Comply with local, state, and federal government reporting requirements 
19. Provide clerical and administrative support to management as requested 
20. Follow accounting policies and procedures 

  

Key Competencies:  
1. Ensures Accountability 
2. Financial Acumen 
3. Nimble Learning 
4. Drives Results 
5. Resourcefulness 
6. Business Insight  
7. Manages Complexity 

  
Supervisory Responsibilities: 
 This position has no direct supervisory responsibilities. 
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Work Environment:  
This job operates in a professional office setting.  This role routinely uses standard office equipment 
such as computers, phones, photocopiers, filing cabinets and fax machines. 
  

Physical Demands:  
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. 
 

This is a largely sedentary role; however, some filing is required.  This would require the ability to lift 
files, open filing cabinets and bend or stand on a stool as necessary.  This position may occasionally lift 
up to 25 pounds for files and computer printouts. 
 
Position Type:  
This is a full-time position; 40 hour minimum, with the expectation to maintain a regular work schedule.  
Days and hours of work are Monday through Friday between 8:30am-5:00pm.  Occasional evening and 
weekend work may be required as job duties demand.   
 

Travel:  
No travel required for this position. 
  

Required Education and Experience:  
1. Associate's degree in accounting or business administration, or equivalent business experience 
2. a knowledge of bookkeeping and generally accepted accounting principles 
3. High-level of detail & confidentiality  

  

Preferred Education and Experience:  
4.    Oracle accounting software experience 

 

  

Other Duties:  
All other duties as assigned by management.  Please note this job description is not designed to cover or 
contain a comprehensive listing of activities, duties or responsibilities that are request of the employee 
for this job.  Duties, responsibilities and activities may change at any time with or without notice. 
 

Signatures 

This job description has been approved by all levels of management:  

Manager____________________________________________________ Date________________ 

HR_________________________________________________________ Date________________ 

Employee signature below constitutes employee's understanding of the requirements, essential 
functions and duties of the position. 

 Employee___________________________________________________Date________________  


