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Deck & Patio Builders - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for accurately processing and recording financial transactions for our deck and patio building operations while ensuring compliance with industry standards and contributing to the overall financial health of the company.
2. Essential Duties and Responsibilities
1. Process daily financial transactions, including invoices, receipts, and payments.
1. Reconcile bank statements and company accounts monthly.
1. Manage vendor invoices and ensure timely payments.
1. Maintain and update accurate financial records and ledgers.
1. Prepare routine financial reports for management review.
1. Assist with budgeting, payroll, and audit preparation.
3. Key Tasks / Daily Activities
1. Enter and categorize financial data using accounting software accurately.
1. Conduct daily bank and account reconciliations to ensure financial integrity.
1. Process and verify incoming invoices and expense reports.
1. Communicate with vendors and suppliers regarding billing discrepancies.
1. Prepare and send regular financial updates to management.
4. Key Performance Indicators (KPIs)
1. Invoice Accuracy Rate: Achieve a 99% accuracy rate in invoice processing.
1. Account Reconciliation Completion: Complete 100% of reconciliations within the month-end closing period.
1. Report Submission Timeliness: Submit all financial reports within 2 business days of the reporting deadline.
1. Vendor Satisfaction Rating: Maintain a vendor satisfaction score of >4.8 stars.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field.
1. Minimum of 2 years of bookkeeping or accounting experience.
1. Proficient in accounting software (e.g., QuickBooks, Xero) and Microsoft Excel.
1. Strong attention to detail and excellent organizational skills.
1. Ability to communicate effectively, both verbally and in writing.
6. Preferred Experience
1. Previous experience working in the construction or home services industries.
1. Familiarity with bookkeeping practices specific to deck and patio building services.
1. Experience working in a fast-paced, project-oriented environment.
7. Physical Requirements
1. Ability to sit for long periods while working on a computer.
1. Occasionally lift up to 15 pounds (e.g., file folders, documents).
1. Work in an office environment with standard lighting and climate control.
1. Some exposure to noisy job sites when occasionally visiting project locations.
8. Work Environment and Schedule
1. Standard office hours with flexibility during peak financial periods.
1. Minimal travel required to project sites for occasional on-site financial reviews.
1. No on-call duties expected; work primarily conducted in-office.
1. Collaborative environment with a focus on team support and professional growth.
9. Compensation and Benefits
1. Competitive salary range: $45,000 - $55,000 per year depending on experience.
1. Eligibility for performance-based bonus programs.
1. Health, Dental, and Vision insurance provided.
1. 401(k) plan with company match.
1. Additional fringe benefits including paid time off and professional development opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative, innovative, and inclusive environment where every team member is valued. We are committed to excellence in every deck and patio that we build, and our employees are the foundation of our success. Join us if you’re looking for a place where your skills are recognized, your growth is supported, and your passion for quality work is shared by a dedicated team.
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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