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Builders / Developers - Commercial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Bookkeeper plays a critical role in ensuring the financial health of the company by efficiently managing financial transactions, reconciling accounts, and overseeing accounts payable/receivable. This position supports our commercial builders and developers operations by providing accurate financial data that informs strategic decisions and ensures compliance with regulatory standards.
2. Essential Duties and Responsibilities
1. Process daily financial transactions and maintain accurate financial records.
1. Reconcile bank and credit card statements on a monthly basis.
1. Manage and monitor accounts payable and accounts receivable.
1. Assist with month-end and year-end closing processes.
1. Prepare and analyze financial reports for management review.
3. Key Tasks / Daily Activities
1. Enter and review invoices, payments, and receipts to maintain updated financial records.
1. Monitor cash flow and ensure timely reconciling of accounts.
1. Communicate with vendors and clients regarding payment inquiries and discrepancies.
1. Support the Finance Manager in preparing monthly financial statements.
1. Maintain and update documentation for all financial transactions and audits.
4. Key Performance Indicators (KPIs)
1. Transaction Accuracy Rate: Achieve 99% accuracy in recorded transactions.
1. Reconciliation Timeliness: Complete all monthly reconciliations within 5 business days after month-end.
1. Accounts Receivable Turnover: Maintain AR aging with less than 5% overdue invoices.
1. Invoice Processing Time: Process and enter invoices within 24 hours of receipt.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field or equivalent experience.
1. Minimum of 2 years of bookkeeping or accounting experience.
1. Proficiency in accounting software (e.g., QuickBooks, Sage, or equivalent).
1. Strong attention to detail and excellent organizational skills.
6. Preferred Experience
1. Prior experience in the commercial construction or home services industry.
1. Familiarity with construction accounting principles and financial reporting in a development environment.
1. Proven track record of supporting multiple client accounts in a fast-paced work setting.
1. Demonstrated ability to work collaboratively with internal teams and external partners.
7. Physical Requirements
1. Ability to work at a computer for extended periods.
1. Occasional lifting of files or office supplies up to 15 lbs.
1. Perform tasks in an office environment with standard ergonomic workstations.
8. Work Environment and Schedule
1. Standard business hours, Monday through Friday.
1. Occasional overtime during month-end and audit periods may be required.
1. Limited travel may be necessary for team meetings or training sessions.
1. Remote work options available based on project needs and performance.
9. Compensation and Benefits
1. Annual salary range of $50,000 - $65,000, commensurate with experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive health, dental, and vision insurance.
1. 401(k) plan with company match and other fringe benefits.
10. Company Culture and Overview
1. We are a forward-thinking organization committed to excellence in the commercial builders and developers space. Our culture is built on collaboration, continuous improvement, and pride in delivering outstanding service. We support our employees through professional development opportunities and a positive work-life balance, inspiring everyone to grow and achieve new levels of 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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