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Appliance Repair - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
As a Bookkeeper in our organization, you will play a pivotal role in handling all financial transactions, including processing invoices, reconciling accounts, and ensuring the financial integrity of our company. Your work will directly contribute to our ability to provide excellent home appliance repair services to our customers.
2. Essential Duties and Responsibilities
1. Manage all financial transactions including sales revenues, expenses, and payroll.
1. Manage and reconcile all invoices with clients and suppliers.
1. Maintain accurate and updated financial records.
1. Prepare monthly, quarterly, and annual financial reports.
3. Key Tasks / Daily Activities
1. Recording financial transactions.
1. Reconciling bank and credit card statements.
1. Developing an organized system to account for financial transactions.
1. Collaborating with the operations department to ensure all services are accurately invoiced.
4. Key Performance Indicators (KPIs)
1. Accuracy of financial reports: 100%.
1. Invoice processing time: <2 days.
1. Account reconciliation: Monthly completion rate of 100%.
1. Compliance with financial regulations: 100% adherence.
5. Required Qualifications and Skills
1. A minimum of an Associate's degree in finance, accounting, or a related field.
1. At least 2 years of experience in bookkeeping.
1. Proficiency in using accounting software.
1. Strong attention to detail and the ability to maintain a high level of accuracy in financial records.
6. Preferred Experience
1. Experience in the home services or appliance repair industry.
1. Proficiency in QuickBooks or similar accounting software.
7. Physical Requirements
1. Ability to sit for long periods of time.
1. Ability to work in an office environment.
8. Work Environment and Schedule
1. Typical work hours are 9:00 AM – 5:00 PM, Monday to Friday.
1. Periodic weekend or evening work may be required during peak business periods.
9. Compensation and Benefits
1. The salary range for this position is $45,000 - $55,000 annually, depending on experience.
1. Benefits include health, dental, and vision insurance, 401k matching, and paid time off.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we are a team passionate about providing the best appliance repair services. We believe in growth, both of our company and our employees, fostering a culture of continuous learning and improvement. We are committed to creating a supportive environment where you can flourish and contribute to our shared success.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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