
 
 

Full-Charge Bookkeeper 
Position Description and Performance Expectations 

 
 
Effective Date: February 2020 
Department: Administration 
Classification: Non-exempt 
Responsible to: Director of Administrative Operations  
 
The position summary describes current duties and responsibilities for which 
the employee will be held accountable and evaluated upon.  The bulleted 
items represent some, but not all, of the performance measures which may 
be used in evaluating performance.  Job duties, work-week parameters, and 
responsibilities below may change from time to time, at the sole discretion 
of the organization, as other needs may arise. 
 
General Description: 
A full charge bookkeeper job description requires candidates who have a 
keen eye for detail when performing numerate, clerical tasks. Full charge 
bookkeeper should have strong time management skills and the ability to 
follow deadlines in a potentially fast-paced environment. 
 
Position Description: 
The incumbent will manage the financial documents for the company by 
maintaining and corroborating the general ledger in addition to maintaining 
the payroll and potential employee benefits. 
 
Essential Duties and Responsibilities of a Full Charge Bookkeeper: 
•Tracks charges and refunds. 
•Informs management of any deviations from budget. 
•Reconciles all revenues with the general ledger. 
•Collects and organizes invoices and checks. 
•Uses computer systems (QuickBooks and subsidiary data bases) to record 
invoices, checks, account statements, and other financial information. 
•Corroborates i1051nvoices with their associated work orders to ensure 
accuracy. 
•Pays verified bills for accounts payable. 
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•Conducts and supervises maintenance of invoice files. 
•Mails out checks, pays invoices, and makes bank account deposits. 
•Compares bank statements with general ledger to corroborate finances. 
•Checks balances against accounting receipt records. 
•Processes a biweekly payroll and enters payroll information into the 
accounting system. 
•Utilizes software programs in order to substantiate financial reports and 
value depreciable assets. 
•Performs secretarial work such as answering incoming phone calls, 
answering routine inquiries, and providing front-desk service to customers. 
 
Required Knowledge, Skills, and Abilities: 
•Is able to run accounting software, spreadsheets, and word processing 
software. 
Must be proficient in using QuickBooks 
•Possesses knowledge of basic procedures in bookkeeping and accounting. 
•Demonstrates ability to plan, organize, and multitask. 
•Has excellent written and verbal communication skills, especially in 
listening to and following directions. 
•Exhibits meticulous attention to detail. 
•Is able to adapt to changing job requirements. 
•Possesses experience in managing others effectively 
 
Education and Experience: 
Candidates for this position must have at minimum an AA degree in 
accountancy and two years of experience. In order to become a bookkeeper, 
it is necessary to have several years of hands-on experience with accounting 
practices and software, so professionals in this position typically hold an 
entry-level position as an accounting clerk or assistant beforehand. 
 
Work Environment: 
The incumbent must be able to follow direction well and commit to 
repetitive tasks. A lot of time is spent behind a desk, utilizing bookkeeping 
software in order to manage the general ledger. This job is 20 hours per 
week with potential increase in hours as needed.  
 
Other: 
Individuals may perform duties as assigned, including work in other 
functional areas to cover absences, as relief, to equalize peak work periods 
or otherwise balance the workload. 
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Salary commensurate with experience. 
 
About ValleyPBS: 
ValleyPBS is a non-commercial, educational, community licensee, and the 
sole-service provider of free over-the-air PBS programming to California’s 
Central San Joaquin Valley from Merced to Bakersfield, serving a 
population of roughly 2.5 million. 
 
ValleyPBS is an Equal Opportunity Employer. 
 
How to Apply:  

● Applications will be accepted and reviewed until the position is filled. 
Please include: 

● Cover letter describing why you feel you are best suited for this 
position and your long term career plans. 

● A fully completed ValleyPBS application form, which can be found at 
valleypbs.org/employment-opportunities 

● Resume. 
● To fulfill FCC requirements, name the recruitment source where you 

learned about this position.  
 
Direct application materials by email to: 
Candis Bazley 
cbazley@valleypbs.org. 
No phone calls please. 
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