
KOOTENAI COUNTY EMERGENCY MEDICAL SERVICE SYSTEM 
 

POSITION APPLICATION DEADLINE 3:00 PM 10/8/2021 
 
 

Job Title:  Bookkeeper 
Reports To:  KCEMSS Director of Administration 
FLSA Status:  Non-Exempt 
Work Hours:  40 hours a week @ KCEMSS Facility  

 
SUMMARY: Under general and direct supervision of the Director of Administration, this position will perform 
a wide range of accounting and administrative functions.  The position will require independent thinking, problem 
solving abilities, a positive teamwork attitude and a willingness to help in all aspects of the administrative office.  
 
PRIMARY ELEMENTS: 

 Perform all accounts payable functions including reconciling packing slips with POs, invoice and 
statement reconciliations and data entry, create recurring contract entries and assuring payments are 
made timely. 

 Create customer invoices and assure customer accounts remain current. 
 Bank deposits and entries. 
 All functions of payroll including burden and benefit tracking, reporting and timely filing and payments. 
 Assist Director of Administration with monthly and yearend auditing, accruals, and reporting. 
 Maintain meticulous records of all financial transactions. 
 Process medical record requests from all sources in accordance with HIPAA regulations. 
 Auditing and transmission of patient care records to outside billing company followed by reconciliation 

of transmittals, trouble shooting and corrections when needed through communications with crew 
members and/or chiefs and much more. 

 Assist internal personnel and contracting agencies as well as patients and external customers in 
resolving complex and/or sensitive issues. 

 Assist with creation and management of employee personnel policies and procedures. 
 Assist with new hire and HR functions. 
 Assist with FB and website postings. 
 Type documents, reports and correspondence as needed.  
 Create and maintain office filing and storage systems for HR, accounting, and general administration. 
 Coordinate and organize appointments and meetings as needed. 
 Monitor and maintain office supplies and manage office equipment maintenance. 
 Take meeting minutes for committees and special meetings, type minutes and submit for review. 
 Demonstrate the ability to work independently; exhibit good judgment and decision-making skills. 
 Possess exceptional organizational and time management skills; have the ability to multi-task and 

prioritize work assignments, detail oriented. 
 Adhere to all applicable policies and standard operating procedures. 
 Answer phone calls and greet visitors in a polite and professional manner. 
 Screen and direct phone calls as needed. 
 Provide support and assistance in management requests and projects. 
 Other duties as assigned. 

EDUCATION AND EXPERIENCE: 
 US citizen/lawful permanent resident 
 Hold a High School Diploma or equivalent  
 Business College training an advantage  
 Minimum 4 years bookkeeping and professional experience  
 Competent computer and office equipment skills including Quick Books, Word, Excel, Outlook 



 Internet skills including use of e-mails, group messaging, information gathering and social media 
posting  

 Good writing, grammar, and numerical skills 
 Previous medical office or emergency services experience a plus 

 
ADDITIONAL REQUIREMENTS: 

 Pass a comprehensive credit and background investigation 

 Pass a pre-employment drug test as well as random and post-accident drug and alcohol testing 
 
DISCLAIMER: 
To perform this job successfully, an individual must be able to perform the primary job responsibilities 
satisfactorily with or without reasonable accommodation.  The above statements are intended to describe the 
general nature and level of work being assigned to this job.  They are not intended to be construed as an exhaustive 
list of all responsibilities, duties and skills required of individuals in this job.  This job description is not an 
employment agreement and/or an expressed or implied employment contract.  Management has the exclusive right 
to alter this job description at any time without notice. 
 
PROBLEM SOLVING AND DECISION MAKING: 
Incumbent must have the ability to set and meet time-critical goals, manage projects, ability to analyze problems, 
identify alternative solutions, and project consequences of proposed actions and implement recommendations.  
 
WORK ENVIRONMENT & PHYSICAL DEMANDS: 
Work is performed primarily in an office setting. Incumbent works with personal computers, telephones, and other 
general office equipment that requires detailed dexterity.  Work involves extensive keyboarding, and also entails 
general reaching, stretching, and lifting of standard office supplies, medical supplies, and equipment.  Some 
walking, bending and carrying of items is required.  

 
COMPENSATION AND BENEFITS 
 
COMPENSATION: The compensation range for this position is currently dependent on experience and 
qualifications. 
 
HEALTH INSURANCE AND HEALTH REIMBURSEMENT ACCOUNT:  An employer paid health care 
benefit package is currently provided including medical, dental, vision, and life insurance.  
 
RETIREMENT:  This position is automatically covered by the Public Employee Retirement System Idaho 
(PERSI) rule of 90.  Additional retirement supplements include the self-funded PERSI 401(k) Choice plan.  
 
WORK SCHEDULE AND PAID TIME OFF: This position is an FLSA non-exempt position that generally 
works a minimum of 40 hours per week. Overtime worked, if any, is accumulated as comp time at 1-1/2 times 
and banked for future time off.  The position currently accrues 4 hours per week or 208 hours per year of 
Personal Time Off (PTO) but is not accessible until after 6 months of employment.  PTO is used for sick, 
vacation or personal time off. KCEMSS observes 10 paid holidays a year. PTO accrual rates increase with 
longevity. 
 
PAY SCHEDULE: All KCEMSS employees are paid every two weeks for a total of 26 pay periods per year. 
 
 



APPLICATION PROCESS: 
If you are interested in pursuing this excellent career opportunity, please submit the following required items as 
your application packet: 
 

1) KCEMSS Employment Application 
2) Cover letter that explains your interest in this position and summarizes experiences and education 
3) Resume and work references 
4) Letters of Recommendations are acceptable but not mandatory 

 
Application packets must be received by 3:00 PM on 10/8/2021 to qualify for the First Review 

Please mail or email packet to: 
 

Kootenai County EMS 
4381 W. Seltice Way 

Coeur d’Alene, ID  83814 
Attn:  Tracy Abrahamson 

 
Email:  tracya@kcemss.org 

 
This position is open until filled. Only the most qualified applicants with the most relevant experience and 
education will be invited to continue in the selection process.   
 
 


