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This form is the first step for building a job description in EmTrak.  Please put a check in the box next to the tasks that are appropriate for this employee.  The next step will be to build the job description on-line or send it to HR to build on-line.

Are there tasks that don’t appear or you’re not sure what to select?  Contact your HR Director or CEO or Dr. Gary Schwantz at gschwantz@medgroup.com
ACCOUNTING
ESSENTIAL TASKS

□Office Machines & Data Entry
· Efficiently use the computer and software appropriate for this position.
· Efficiently operate all office machines appropriate for this position.
· Use equipment in an ergonomically correct manner.
· Fully understand and utilize the appropriate computer systems to input data and maintain computer files as needed.
□Accounts Payable
· Verify prices on invoice with price on purchase order form.  In the case of discrepancies, follow through to correction.

· Enter all incoming invoices into the accounts payable system.

· Prepare all invoices for payment, including coding and computer entries.
· Ensure that accounts payable are verified, accurate and processed promptly for vendor discounts, scheduling and releasing checks in a timely manner .
· Record, verify and refund customers as necessary.
□Tax Reporting
· Manage the coordination, preparation, filing and payment, on a timely basis, of all Federal, State and Local taxes.
· Ensure tax records are copied and filed for audit.
□Corporate Accounts And Management
· Verify daily bank activities, prepare bank deposits,  track and balance corporate checking accounts and maintain and reconcile petty cash.

· Track corporate credit cards.
· Process expense reports with all receipts attached and verified.
· Retain and maintain all relevant records.
□Reports
· Under the direction of the Director of Finance, accurately prepare timely reports for:

· General ledger

· Monthly financial statements

· Taxes

· Business trend reports

· Month end closing

· P&L & Balance Sheet
□Budget Process
· When needed, assist the Director of Finance in preparing for and finalizing budget processes at all levels of managements.
· Retain and maintain all relevant budget plans and records.
□Payroll & Benefits
· Ensure that new employees forms are completed and filed with the appropriate state agency, W4 and I9 with proper ID recorded and filed and insurance forms completed and mailed.
· Ensure that time cards, incentive pay and payroll are completed accurately and timely, according to the corporate time frame.
· Prepare and submit payroll and benefit related tax reports, both federal and state.
· Direct the proper payment and management of employee benefits, including insurance and retirement.

· Complete all necessary procedures and reports related to worker’s compensation, Fair Labor Standards Act and other state and federal agencies.
· Retain and maintain all relevant records.
□Assets And Inventory
· Maintain list and depreciation schedule for fixed assets.
· Assist in inventory pricing and coding of items.
· When needed, assist with physical inventory procedures.
□Records Management

· Assist in the smooth flow of paperwork and information within the office.
· Create and alphabetize file folders.
· File documents accurately.
· Collect and distribute appropriate records as needed.
· Pull inactive files for storage.  When appropriate, dispose of documents by shredding or other appropriate means.
□Cash Posting

· Record and distribute receivables.
· Enter payments in to the billing/computer system within 24 hours of receipt.

· Apply cash to patient accounts/correct invoices and make adjustments or credit/debit memos as appropriate.
· Create copies of check or EOMB for file and prepare cash receipts for deposit.
□Communication/Customer Inquiries

· Offer clear, pleasant and professional communication with vendors, patients and clients regarding financial issues.
· Maintain proper confidentiality at all times when answering inquiries.

· Respond quickly and professionally to queries from vendors, customers, referral sources and staff.

· Exhibit excellent verbal and written communication skills
□Other Duties or tasks may be assigned on an as-needed basis

· When necessary, provide assistance to others when workloads increase.
· Take initiative in finding ways to contribute to the organization.
· Be willingly involved in cross training, when possible.
KEY ATTRIBUTES
□Professional Approach

· Display on time attendance and dependability.
· Maintain the company’s image and reputation at the highest possible level.
· Conduct oneself in a professional and ethical manner at all time, including personal appearance and appearance of the workplace.
□Confidentiality and Compliance

· Treat all information and data within the scope of the position with appropriate confidentiality and security.
· Understand and practice the rules regarding patient confidentiality, HIPAA and compliance, and safety.  Adhere to all state and federally mandated standards regarding confidentiality and patient rights.
□Poise 

· Display good common sense when faced with new or unfamiliar situations.
· Maintain a cool head when crisis situations occur.
· Deal effectively with stress.
□Relating To Others In The Workplace

· Positively resolve conflict situations.
· Provide input to management to improve workplace function.

· Take initiative to improve processes and communication in the workplace.
□Planning and Organization

· Show attention to detail and maintain accuracy in all that you do.
· Be able to work on multiple tasks at a time.  Plan and prioritize activities to achieve results and meet deadlines.
· Create a workable routine, with or without direct supervision.
□Creativity

· Not being limited to what’s been tried before, evaluate and implement new ideas to improve efficiency and responsiveness.

· Come up with creative alternatives and solutions to pressing problems.

· Think strategically, understanding how one action impacts another .
□Knowledge

· Great skills in accounting practices and processes
· Know the equipment we sell and the types of customers to whom we sell
· Understand the basic reimbursement process
· Basic knowledge of medical terminology
· Understand and practice the rules regarding patient confidentiality, HIPAA and compliance, and safety
· Identifies own learning needs and seeks opportunities for self growth and career advancement
ACCOUNTING

