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Civil & Infrastructure Contractors - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for maintaining accurate financial records and ensuring the integrity of financial documents for our civil and infrastructure contracting projects. Plays a critical role in processing financial transactions, reconciling accounts, and handling job costing to support business operations and project profitability. Contributes to informed decision-making by providing precise financial data and assisting in month-end and year-end closings.
2. Essential Duties and Responsibilities
1. Process and record financial documents including invoices, receipts, and payment vouchers with high accuracy.
1. Reconcile client and vendor accounts weekly to ensure alignment with recorded transactions.
1. Manage job costing processes by tracking expenses and verifying project profitability.
1. Compile and present financial reports to management to support strategic decisions.
3. Key Tasks / Daily Activities
1. Process daily financial transactions and ensure timely posting of entries.
1. Perform regular account reconciliations and resolve discrepancies efficiently.
1. Update and maintain job costing spreadsheets in collaboration with project managers.
1. Assist with month-end closing procedures and prepare supporting documentation for audits.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: Maintain a 99% accuracy rate per month.
1. Accounts Reconciliation Timeliness: Complete 100% reconciliations within 5 business days.
1. Job Costing Variance: Keep monthly variances below 3%.
1. Financial Reporting Timeliness: Submit reports within 3 business days after month-end closing.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field.
1. Minimum of 2 years of bookkeeping experience in a relevant industry.
1. Proficiency with bookkeeping software and advanced Excel skills.
1. Strong analytical skills with keen attention to detail.
1. Excellent organizational and communication skills.
6. Preferred Experience
1. Experience working within the civil and infrastructure contracting industry.
1. Previous employment in a home services or construction environment.
1. Familiarity with project costing and job tracking systems.
1. Experience with both manual and automated reconciliation processes.
7. Physical Requirements
1. Ability to sit for extended periods while performing detailed work.
1. Dexterity in using office equipment such as computers, printers, and scanners.
1. Minimal physical exertion required with occasional lifting of files up to 15 pounds.
1. Comfort with a typical office environment including extended hours at a workstation.
8. Work Environment and Schedule
1. Standard office hours, Monday through Friday.
1. Minimal travel requirements with primarily in-office work.
1. Occasional extended hours required during month-end close cycles.
1. On-call or weekend availability may be needed during peak periods.
9. Compensation and Benefits
1. Hourly rate: $20 – $30 per hour, commensurate with experience.
1. Performance-based bonus structure tied to accuracy and timely completion of tasks.
1. Comprehensive Health, Dental, and Vision insurance packages.
1. Retirement plan (401k) with company match and paid time off.
10. Company Culture and Overview
1. We cultivate a supportive and innovative work environment where professional growth is prioritized.
1. Our team embraces teamwork, creative problem-solving, and a commitment to excellence.
1. We are dedicated to serving the civil and infrastructure sector with integrity and customer-centric solutions.
1. Our culture thrives on inclusivity, continuous improvement, and mutual 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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