
Job Description: Senior Bookkeeper (Legal Services) 
 

Position Summary 

As a Senior Bookkeeper, you will use your strong bookkeeping knowledge and superior communication skills to perform 

the billing, bookkeeping and accounting functions of the client’s firm. You will review, understand, and monitor clients’ 

internal financial controls and procedures. Specific tasks will be determined on an ongoing basis by client needs but will 

include the following;  

 

 Enter transactions into clients’ accounting software  

 Manage AP / AR  

 Complete bank reconciliations  

 Review and remit GST/HST  

 Prepare and review financial statements/budgets/cost reports/cash flow statement on timely basis as 
required by clients  

 Prepare T4’s and ROE’s  

 Perform all data entry of cash receipts and client costs in billing and accounting system 

 Perform all data entry of cash receipts and disbursements for the trust account in the accounting system 

 Prepare bank deposits for the operating and trust accounts 

 Prepare materials for year-end financial statement and tax reporting  

 Establish and maintain bookkeeping best practices to ensure smooth business operations for our clients.  

 Ensure changes are implemented to bookkeeping practices to address clients’ growth and changing 
business model, as well as to ensure processes are being performed in an effective and efficient manner  

 Share knowledge and monitor progress with other team members 

 

Required Knowledge, Abilities and Experience:  

This position requires an experienced and accomplished person with a strong bookkeeping and computer background.   

The successful candidate must have at least 5+ years bookkeeping experience as a full-charge bookkeeper with 

responsibilities including client billing in a law or professional service firm environment and have: 

 Successfully completed coursework in bookkeeping/accounting or achieved certification 

 Experience with law firm billing using PC Law and QuickBooks.  Experience with Clio and Xero is an asset. 

 The ability to organize work flow to meet deadlines 

 Strong administrative and organizational skills and experience working with office computer applications  

 Strong interpersonal and communications skills. 

 The ability to work comfortably in a virtual office setting 

 Experience working in a client centered environment 

 

Compensation:  
$30-35 per hour commensurate with experience and skill. Approximately 8-10 hours per week. 


