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Penfield Medical Cost Containment Inc. is an international medical assistance and claims management company.  We use an evidence-based approach to manage the delivery and cost of healthcare. Penfield Care was founded in 2012 and is a privately held corporation located in Ottawa, Ontario, Canada.  Our company was built on founding principles that include transparency, flexibility, and innovation.

To learn more, visit www.penfieldcare.com
General Accountant/Bookkeeper
Full Time, Permanent
*This is currently a hybrid opportunity; however, we continue to evaluate our ideal balance going forward.
Reporting to the Director of Finance, the General Accountant/Bookkeeper will maintain accurate books on accounts payable, receivable, and daily financial entries and reconciliations.
Responsibilities include:
· Communicate with clients, providers & suppliers on various payment issues. 

· Record and maintain accurate records for all daily transactions.

· Reconcile and pay providers, networks, brokers & suppliers.

· Prepare client invoices.

· Record entries for payroll, bank fees, Fx transfers, commissions etc.  

· Record prepaid expenses.

· Reconcile bank accounts.

· Monitor credit card balances and make payments as needed.

· Prepare & submit HST quarterly report.

· Help with year-end tax reports.

· Participate in financial audits.

· Create, set up, and update procedures as required.

Requirements include:

· Post-Secondary Education in Accounting or Business Administration  
· 3 years of relevant experience or equivalent bookkeeping experience

· Experience using accounting software, experience with Accounting Seed a definite asset  
· Experience using Salesforce is considered an asset 
· Experience with daily financial transactions, invoicing, and financial statements
· Fluency in English required

Please forward a cover letter and resume to HR@penfieldcare.com. Selected candidates must currently be legally entitled to work in Canada. Please note that all our offers are conditional and subject to appropriate screening checks and satisfactory reference checks.
Telephone inquiries WILL NOT be accepted. We thank all applicants for their interest, however only those chosen to participate in the interview process will be contacted.

Penfield Medical Cost Containment Inc. is committed to an inclusive, barrier-free work environment and encourages applications from all qualified individuals. Workplace accommodations are available should you be contacted regarding this competition. Please advise Human Resources of any accommodation requirements at that time. 
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