Sample Job Description for Hiring a Bookkeeping Virtual Admin
This is a sample job description that can be customized to meet your specific business needs.

Recommended Tools for Your Bookkeeping Virtual Admin:

Accounting Software: QuickBooks, Xero, FreshBooks

Spreadsheet Tools: Microsoft Excel, Google Sheets

Payment Processing Tools: PayPal, Stripe, Square

Communication Tools: Slack, Zoom, Microsoft Teams

Document Management Tools: Google Workspace, Microsoft Office, Dropbox

Position Overview:

A Bookkeeping Virtual Admin can provide essential financial support by managing your
day-to-day bookkeeping tasks remotely. They will help you maintain accurate financial records,
handle invoicing and payments, and assist with various other accounting tasks to ensure your
finances are organized and up-to-date.

Key Responsibilities Your Bookkeeping Virtual Admin Will Handle:

e Financial Record Keeping: Maintain accurate and up-to-date financial records,
including income, expenses, receipts, and invoices.

e Accounts Payable and Receivable: Manage accounts payable and receivable
processes, including issuing invoices, processing payments, and following up on
overdue accounts.

e Reconciliation: Perform monthly bank and credit card reconciliations to ensure all
transactions are recorded correctly.

e Data Entry and Reporting: Enter financial data into accounting software, generate
financial reports, and provide insights into your business's financial performance.

e Payroll Support: Assist with payroll processing, including calculating hours, maintaining
payroll records, and ensuring timely payment to employees.

e Expense Tracking: Monitor and categorize expenses to ensure accurate tracking and
reporting of financial activities.

e Tax Preparation Support: Assist in preparing documentation and reports needed for tax
filing, ensuring all records are accurate and complete.

e Compliance and Record Keeping: Ensure that all financial practices comply with legal
and regulatory requirements and maintain organized records for auditing purposes.

e General Administrative Support: Handle various administrative tasks related to
bookkeeping, such as managing financial documents, coordinating with vendors, and
preparing financial summaries for meetings.



