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Custom Closets - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance/Administration
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as a key member of our finance team by ensuring the accurate processing of financial entries and maintaining the integrity of our accounting records. Contribute to the overall success of the custom closets division by managing payables, receivables, and account reconciliations. Support business operations through precise financial reporting and analysis.
2. Essential Duties and Responsibilities
1. Process daily financial entries and maintain meticulous records.
1. Reconcile bank and ledger accounts on a regular basis.
1. Handle and monitor both accounts receivable and payable transactions.
1. Ensure compliance with GAAP and internal financial policies.
1. Prepare periodic financial reports and summaries for management review.
3. Key Tasks / Daily Activities
1. Record and review all incoming transactions with accuracy.
1. Execute regular bank reconciliations to maintain up-to-date financial data.
1. Collaborate with vendors and internal departments to resolve discrepancies.
1. Update and maintain financial spreadsheets and software systems.
1. Provide support during month-end and year-end closing activities.
4. Key Performance Indicators (KPIs)
1. Invoice Accuracy Rate: >99% accuracy on processed invoices per month.
1. Monthly Closing Timeliness: Complete reconciliation within 5 business days.
1. Accounts Receivable Aging: Maintain average receivables aging of <30 days.
1. Financial Reporting Accuracy: Achieve a 100% error-free rate on monthly financial reports.
5. Required Qualifications and Skills
1. Associate’s or Bachelor’s degree in Accounting, Finance, or a related field.
1. Minimum of 2 years of experience in bookkeeping or a similar role.
1. Proficient with accounting software such as QuickBooks and advanced Excel skills.
1. Strong understanding of GAAP and standard accounting practices.
1. Excellent organizational skills and attention to detail.
1. Effective communication and problem-solving abilities.
6. Preferred Experience
1. Experience in the home services industry, preferably with custom closets businesses.
1. Prior experience working in a small business or specialized retail environment.
1. Familiarity with industry-specific financial challenges and cash flow management.
1. Demonstrated success in a fast-paced, customer-focused setting.
7. Physical Requirements
1. Ability to occasionally lift items up to 15 pounds.
1. Primarily a sedentary role with extended periods of sitting.
1. Regular use of a computer and other standard office equipment.
1. Occasional visits to other company sites or vendor locations may be required.
8. Work Environment and Schedule
1. Typical work hours from 8:00 AM to 5:00 PM.
1. Minimal travel requirements with work primarily conducted in the office.
1. Some overtime may be necessary during peak periods such as month-end closing.
1. A collaborative and professional work environment with modern office amenities.
9. Compensation and Benefits
1. Salary range: $40,000 - $55,000 USD annually.
1. Performance-based bonus opportunities available.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. Includes a 401k plan, paid time off, and other employee perks.
10. Company Culture and Overview
1. We foster a culture of innovation, accountability, and continuous improvement.
1. Our inclusive environment supports professional growth and personal development.
1. We value collaboration and celebrate achievements while nurturing a community-focused mindset.
1. Our company is dedicated to excellence, ensuring every team member feels empowered and valued.
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/custom-closets/bookkeeper
08b81b95bef320733cdc98c1631b0ac008b1bf6e.png
Iy
& Z
A Y Blueprint) n “ hirebus

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





