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Arborist / Tree Care - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Bookkeeper will play a critical role in our company's financial department by maintaining accurate records of financial transactions, processing payments, and reconciling transactions. The financial integrity of our home services business rests on the shoulders of the Bookkeeper, enabling us to deliver superior services to our customers.
2. Essential Duties and Responsibilities
1. Maintain accurate financial records.
1. Process payments and reconcile transactions.
1. Prepare financial reports.
1. Assist in budget preparation and financial planning.
3. Key Tasks / Daily Activities
1. Record financial transactions and post debits (costs) and credits (income).
1. Produce financial reports by collecting, analyzing, and summarizing account information.
1. Perform routine calculations to produce analyses and reports.
1. Interact with customers to resolve billing and payment issues.
4. Key Performance Indicators (KPIs)
1. Financial Reporting Accuracy: >95%.
1. Transaction Processing Speed: <24 hours.
1. Customer Billing Inquiry Resolution: >90% within 24 hours.
1. Budget Adherence: <5% variance.
5. Required Qualifications and Skills
1. Associate's degree in accounting, finance, or a related field.
1. 2+ years of bookkeeping or financial records maintenance experience.
1. Familiarity with accounting software.
1. Strong attention to detail and accuracy.
6. Preferred Experience
1. Experience in the home services industry.
1. Certified Bookkeeper (CB) designation.
7. Physical Requirements
1. Ability to sit for extended periods.
1. Regular use of standard office equipment such as computer, telephone, and printer.
8. Work Environment and Schedule
1. Standard work hours are Monday through Friday, 9:00 AM to 5:00 PM.
1. No travel or on-call duties expected.
9. Compensation and Benefits
1. Hourly wage range: $20-$25.
1. Bonus based on financial performance of the company.
1. Benefits include Health, Dental, Vision, and 401k.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe in fostering a culture of growth and excellence. We are committed to delivering superior home services to our customers, and we understand that our success in doing so is directly tied to the growth and development of our team. We provide opportunities for professional development and encourage our team members to strive for excellence in all they do.
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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