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Chimney & Fireplace Services - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
As a Bookkeeper, you will play a critical role in managing the day-to-day financial operations of our chimney and fireplace services company. Your expertise in bookkeeping will contribute significantly to our financial accuracy, helping us maintain a healthy financial status and make informed business decisions.
2. Essential Duties and Responsibilities
1. Handle daily financial entries and maintain an accurate record of all transactions.
1. Manage and process invoices.
1. Reconcile accounts regularly to ensure financial accuracy.
1. Provide monthly financial reports to the Finance Manager.
1. Assist in preparing annual budgets and financial forecasts.
3. Key Tasks / Daily Activities
1. Record day-to-day financial transactions and ensure all business expenses are accounted for.
1. Review and verify invoices and check requests.
1. Set invoices up for payments and track expenses in compliance with company policies.
1. Reconcile accounts payable transactions and monitor accounts to ensure payments are up to date.
1. Produce monthly reports and assist with month-end closing.
4. Key Performance Indicators (KPIs)
1. Invoice processing accuracy: >99%.
1. Monthly reconciliation accuracy: >99%.
1. Timeliness of financial reports: 100% on time.
1. Reduction in financial discrepancies: >10% per quarter.
5. Required Qualifications and Skills
1. Bachelor's degree in Finance, Accounting, or related field.
1. Minimum of 2 years of experience in bookkeeping.
1. Strong proficiency in MS Office, particularly Excel.
1. Excellent organizational and multitasking skills.
1. Good understanding of accounting and financial reporting principles.
6. Preferred Experience
1. Previous experience in a similar role within the home services industry would be advantageous.
1. Proficiency in using bookkeeping software.
7. Physical Requirements
1. Ability to sit for extended periods of time.
1. Able to work in a standard office environment.
8. Work Environment and Schedule
1. Typical work hours: Monday - Friday, 9:00 AM - 5:00 PM.
1. No travel or on-call duties.
9. Compensation and Benefits
1. Salary range: $40,000 - $50,000 per year.
1. Health, Dental, and Vision insurance.
1. 401k Retirement Plan.
1. Paid time off and holidays.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe in fostering a culture of growth and learning. We understand that our employees are our most valuable asset and thus, provide ample opportunities for career advancement and skill enhancement. Our strong commitment to customer satisfaction and high-quality service has made us a trusted name in the industry.
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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