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Carpet Cleaning / Floor Care - 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 Home Services division, you will play a pivotal role in the financial operations of our carpet cleaning and floor care services. Your primary responsibilities include processing payments, reconciling accounts, and tracking expenses. This role contributes to the overall financial health and transparency of our operations, ensuring we can continue to deliver exceptional service to our clients.
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. Compile and analyze financial information to prepare entries to accounts.
1. Track and manage all expenses.
1. Process and reconcile payments and expenditures, purchase orders, invoices, statements, checks, refund requisitions, etc., in compliance with financial policies and procedures.
3. Key Tasks / Daily Activities
1. Coordinate with the Operations department to verify transactions and resolve discrepancies.
1. Process customer payments promptly.
1. Maintain digital and physical financial records.
1. Provide assistance in budget preparation.
4. Key Performance Indicators (KPIs)
1. Accuracy of accounts and records: 100%.
1. Timeliness of A/R and A/P processing: < 48 hours.
1. Monthly expense tracking accuracy: 100%.
1. Quarterly finance reports completion rate: 100%.
5. Required Qualifications and Skills
1. High school diploma or equivalent
1. Minimum 2 years of bookkeeping experience
1. Proficiency in Microsoft Office and understanding of bookkeeping software
1. Strong numerical skills and attention to detail
6. Preferred Experience
1. Prior bookkeeping experience within the home services or similar industry
1. Familiarity with QuickBooks or similar accounting software
7. Physical Requirements
1. Ability to sit for extended periods
1. Ability to view computer screens for long periods
8. Work Environment and Schedule
1. Office environment, Monday to Friday, 9 AM to 5 PM
1. Occasional weekend or evening work may be required during peak periods
9. Compensation and Benefits
1. Salary range: $35,000 - $45,000 per annum
1. Health, Dental and Vision insurance
1. 401k plan with company match
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe that our employees are our most valuable asset. We strive to foster a culture of respect, integrity, and open communication where every member of our team can grow and succeed. We are dedicated to providing top-quality services to our customers and a supportive, encouraging work environment for our employees.
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].
Need help filling this role? HireBus posts the ad, Iris interviews every applicant by phone before you do, and you decide who to hire. Start hiring now: hirebus.com/hiring-audit · This template: hirebus.com/job-descriptions/carpet-cleaning-floor-care/bookkeeper
08b81b95bef320733cdc98c1631b0ac008b1bf6e.png
Iy
& Z
A Y Blueprint) n “ hirebus

Start hiring now «___» hirebus.com/hiring-audit





