
 

 

Hospice Brazos Valley has been providing end-of-life care to central Texas residents since 1989. As the 
only non-profit, community-based, and community-supported organization, we offer comprehensive 
care in a life-affirming manner when curative treatment is no longer possible or desired. Hospice care 
can be provided wherever the patient considers home. Our patients receive care from a team of skilled 
professionals whose goal is to add quality to life when life is limited. 

Join our team of professionals providing quality end-of-life care to patients and their families. 

Accounting Assistant- Part Time  
 

ESSENTIAL DUTIES AND RESPONSIBILITIES  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  

The requirements listed below are representative of knowledge, skill and/or ability required.  

Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

1. Accurately prepare and process bi-weekly payroll and all related reporting within the 
required timelines, including the review of quarter-end and year end reporting. 

2. Accurately prepare and process all accounts payable functions. 
3. Accurately complete all bank reconciliations within the required timelines. 
4. Accurately prepare, post, and process all daily deposits. 
5. Accurately prepare and post all patient accounts receivable payments. 
6. Accurately post all memorials, contributions, grants, and donations to the correct G/L 

account and in the fund development software.   
7. Accurately prepare and record all employee benefit sub ledgers.  
8. Accurately prepare and process all 1099’s and 1095’s. 
9. Assist in all fund-raising activities to ensure cash controls are in place and transactions are 

processed.   
10. Assists with monitoring bank account activity and appropriate cash balances. 
11. Assists in reconciling and monitoring general ledger account activity.  
12. Other duties as assigned.  

 

Location: Bryan, Texas 

Shift: Part Time, 25-30 hours per week 

Benefits:  Health, Dental and Vision Insurance, 403b Retirement, PTO Accrual, CHPN Certification, HSA, 

Life Insurance, and more!  

 

REQUIREMENTS 
 High School Diploma  

 Background in accounting with an understanding of all accounting systems: General Ledger, 

Accounts Payable, Accounts Receivable and Payroll.   



 Knowledge of medical billing and hospice preferred.   

 Knowledge of Medicare, Medicaid, and private insurance regulations preferred.  

 Proficient in the use of Microsoft office, to include Excel and Word. 


