
Classification: Internal Use 

 

Hospice Brazos Valley 

Accounting Assistant 

Job Description # 1605 

 

 

Job Title:  Accounting Assistant 

Reports To:  CFO 

FLSA Status:  Non-Exempt 
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JOB SUMMARY 

Assists CFO with daily accounting responsibilities, fund development activities, and other 

administrative functions. 

 

COMPLIANCE FUNCTIONS 

The employee will adhere to all local, state, national, and industry codes, laws, rules, guidelines 

and mandates while performing their duties.  The employee will work with and report to the 

agency Compliance Officer any concerns, indications or behavior related to potential Fraud, 

Waste and/or Abuse. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following: 
 

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. 
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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.  

 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily or ensure its timely completion.  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. The employee shall have the 

ability to communicate effectively and concisely both verbally and in writing.  The employee 

shall exhibit qualities of dependability, reliability, ethics, and integrity.  

 

EDUCATION and/or EXPERIENCE 

High school graduate and preferred completion of college level business courses.  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.   

 

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, 

common fractions and decimals.  Ability to compute rate, ratio and percent and to draw and 

interpret bar graphs.  Ability to develop and use Excel spreadsheets.  Able to effectively problem 

solve and possess decision-making skills. 

 

PHYSICIAL 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.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions.  Willingness to 

devote additional time and effort to the position when indicated.  While performing the duties of 

this job, the employee is required to talk or hear.  The employee frequently is required to sit.  The 

employee is occasionally required to stand, walk, use hands to finger, handle or feel and reach 

with hands and arms.  The employee must regularly lift and/or move up to 25 pounds.  Specific 

vision abilities required by this job include close vision, distance vision, color vision, peripheral 

vision, depth perception and ability to adjust focus. 

 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  Reasonable accommodation may 

be made to enable individuals with disabilities to perform the essential functions.  The noise level 

in the work environment is usually moderate. 

 

HBV reserves the right to revise or change job duties as the need arises.  The job description does 

not constitute a written or implied contract of employment. 


