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PBX/Transportation/Outpatient Lab Manager		0

POSITION DESCRIPTION

DATE:  09-20-2001

TITLE:  Accountant I						
Position Number:  FN0901	
Overtime Eligible:  No
PTO Status:  Exempt


BASIC FUNCTION:  Position responsible for assisting with accounting activities including; general ledger monthly close-out, cash collection reconciliations, enforcement of accounting policies, account analysis and reconciliations, and sub system reconciliations.


MINIMUM QUALIFICATIONS:
1. Bachelor’s Degree in Accounting
2. 1 to 2 years of accounting work experience.
3. Cash Reconciliation Experience
4. Strong analytical skills.
5. Ability to work independently 
6. Proficiency in MS Excel, Access and ability to learn new software
7. Demonstrates commitment to the Partners-in-Caring process and the Behavioral Expectations in all interactions and in performing all job duties.  Performs duties in a manner to promote quality patient care and customer service/satisfaction, while promoting safety, cost efficiency, and a commitment to the CQI process.


PRINCIPAL ACCOUNTABILITIES:
1. Prepares journal entries for the general ledger; accurately records transactions.
2. Reconciles the general ledger with various monthly statements (bank statements, sub-system ledgers) and reports material variances to management.
3. Prepares and analyzes daily and monthly reports.
4. Prepares for and assists external auditors.
5. Prepares and maintains subsidiary ledgers as necessary.
6. Works with departments to ensure accounting policies and procedures are being followed
7. Assist with special projects as needed.
8. Adheres to all MHHS policies, procedures, and standards, within budgetary specifications, including time management, supply management, productivity, and accuracy of practice.
9. Promotes individual professional growth and development by meeting requirements for mandatory/continuing education, skills competency, supports department-based goals which contribute to the success of the organization; serves as preceptor, mentor, and resource to less experienced staff.
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Employee Signature												
image1.png
Memorial Hermann

HEALTHCARE SYSTEM




