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Basement Waterproofing - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Our company is seeking an experienced Bookkeeper for our growing home services division, Basement Waterproofing. This position will play a crucial role in maintaining financial records, processing transactions, and reconciling accounts. The successful candidate will contribute to the overall financial health and efficiency of the company.
2. Essential Duties and Responsibilities
1. Manage all aspects of day-to-day bookkeeping and accounting processes including but not limited to: A/P, A/R, payroll, journal entries, and bank reconciliation.
1. Coordinate and execute financial transactions and activities, such as invoicing, bill payment, payroll, and budget tracking.
1. Reconcile financial discrepancies by collecting and analyzing account information.
1. Maintain and balance the general ledger in an accurate, complete, and up-to-date manner.
1. Prepare financial reports by collecting, analyzing, and summarizing account information.
3. Key Tasks / Daily Activities
1. Collaborate with the CFO to improve financial procedures.
1. Ensure all transactions are well documented.
1. Support monthly and quarterly audits and clean-ups.
1. Regularly update job knowledge by participating in educational opportunities, reading professional publications, and participating in professional organizations.
4. Key Performance Indicators (KPIs)
1. Billing efficiency: 90% accuracy
1. Account reconciliation: <5% discrepancy
1. Financial report accuracy: >95%
1. Monthly financial close: <4 days
5. Required Qualifications and Skills
1. Associate or Bachelor's degree in Accounting or related field.
1. Minimum 2 years of experience in bookkeeping or accounting.
1. Proficiency in QuickBooks and Microsoft Office Suite.
1. Excellent communication skills, both written and verbal.
6. Preferred Experience
1. Experience in the home services industry, particularly waterproofing services.
1. Knowledge of construction accounting principles is a plus.
7. Physical Requirements
1. Ability to work in a standard office environment.
1. Comfortable sitting for extended periods.
8. Work Environment and Schedule
1. Monday to Friday, 9:00 am - 5:00 pm.
1. Minimal travel required.
9. Compensation and Benefits
1. Salary range: $40,000 - $50,000 depending on experience.
1. Health, Dental, and Vision insurance.
1. 401k retirement plan.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe that our employees are our greatest asset. We are committed to creating a supportive work environment where employees are encouraged to grow and succeed. We value hard work, integrity, and teamwork, and we believe that by fostering a culture of inclusivity and respect, we can make our company a great place to work.
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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