Page 1 of 2

[image: image1.png]



How to Find the Right Bookkeeper for You? 

Top 10 Interview Questions

Hiring a bookkeeper can be a scary process for business owners. Choosing the right bookkeeper to assist you in maintaining your financial records is an important decision.  Many people don’t know what questions to ask. Before hiring, it’s very important to clearly define what you expect from a bookkeeper.  Kathy Fike, owner of EOM Bookkeeping Services, wants you to feel confident in your choice and encourages you to ask the following questions.   

1.   Is the bookkeeper knowledgeable in the accounting software package that you use?  

Kathy Fike is an expert in Simply Accounting and Quickbooks.  She also uses other accounting software programs such as Quicken, ACCPAC for Windows, Caseware, MoneyWorks, MS Money, Quick Tax and ProFile Tax.

2.   How many years experience does the bookkeeper have?
Kathy Fike has over 30 years experience in bookkeeping and financial management.

3.   Is the bookkeeper available and accessible when you need him / her?  What about after hours if necessary?
Kathy Fike is available during business hours Monday – Friday 8am to 5pm, and is available evenings and weekends if need be.

4.   Where will the work be completed?  At your office? Or the bookkeeper’s office?  
Most work will be completed offsite, in Kathy Fike’s home office. If required, work can be done onsite as well.

5.   Do you need your own computer and software?  
With EOM Bookkeeping, you do not need to use your own computer and you do not need to purchase the accounting software.  The only time a business will need a computer and software is if the work is completed onsite.

6.   What is the procedure for checking work before it goes out?
As a business owner, you should check your monthly financial reports regularly for errors and omissions.  The bookkeeper should ensure that you, as a business owner, know how to read all financial reports and what to look for.  Kathy will train you how to read those reports and what to look for.

7.   How are government filings handled?
The information for all government filings GST, PST and Payroll remittances are prepared and sent to you ready for your signature before filing.  You can file them yourself or Kathy can do that for you.

8.   How secure is your confidential financial information?
Kathy keeps all your business and personal information private and secure.  All files are kept in a fireproof file cabinet that is locked.  All accounting data is backed up daily to a CD and stored in the file cabinet.

9.   What references can the bookkeeper provide?
Kathy Fike is happy to provide you with the contact information of current clients who will be more than happy to provide you with feedback on their experience in working with EOM Bookkeeping Services.  In contacting referrals for bookkeepers, you may want to ask the following: 

· How long have you been working with your current bookkeeper service?

· Does EOM or your current bookkeeper complete the work accurately and on time?

· What value added services does EOM or your current bookkeeper provide?

· If unavailable when you call, does EOM or your current bookkeeper get back to you in a timely manner?

· Are you able to reach EOM or your current bookkeeper 90% of the time?

10.  How much does the bookkeeper charge?
EOM Bookkeeping Services offers competitive rates for both onsite and offsite services.  Kathy is happy to answer any questions you may have about the services and fee structure.  Please contact Kathy to set up a 1 hour free consultation at kfike@eomservices.ca or call 604-908-5357.
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