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Demolition - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the primary bookkeeping resource for our demolition projects by recording and reconciling financial transactions. Ensure meticulous management of accounts receivable and payable to maintain financial integrity. Contribute to strategic decision-making through accurate, timely financial reporting.
2. Essential Duties and Responsibilities
1. Process all financial transactions with precision and in accordance with company procedures.
1. Reconcile daily, weekly, and monthly accounts to ensure ledger accuracy.
1. Manage accounts receivable and accounts payable to support operational budgeting and cash flow management.
1. Maintain organized records of financial documents, including invoices, receipts, and expense reports.
1. Collaborate with management to generate and analyze financial reports for decision-making.
3. Key Tasks / Daily Activities
1. Record and review daily financial transactions and update accounting systems.
1. Process and track incoming invoices and outgoing payments, ensuring timely settlement.
1. Reconcile bank statements and internal ledgers to verify transaction accuracy.
1. Communicate with vendors and subcontractors regarding billing and payment issues.
1. Monitor project expenses related to demolition activities and report discrepancies.
4. Key Performance Indicators (KPIs)
1. Transaction Accuracy Rate: >98% accuracy in processing financial entries.
1. On-Time Reconciliation: 100% of accounts reconciled on a monthly basis.
1. Outstanding Receivables: Maintain less than 5% overdue AR balance.
1. Cost Reporting Efficiency: Deliver financial reports within 5 business days after month-end closing.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field, or equivalent experience.
1. Minimum of 2 years’ bookkeeping experience, preferably in a related industry.
1. Proficient in accounting software and Microsoft Office Suite.
1. Excellent attention to detail and strong organizational skills.
1. Effective communication skills with the ability to work both independently and as part of a team.
6. Preferred Experience
1. Experience within the home services, demolition, or construction industry.
1. Familiarity with industry-specific financial practices and compliance requirements.
1. Hands-on experience in cost tracking and job order accounting.
1. Previous exposure to project-based financial management in a fast-paced environment.
7. Physical Requirements
1. Primarily an office-based role requiring prolonged periods of sitting and computer work.
1. Occasional site visits with an ability to lift up to 15 lbs for transporting documents.
1. Work conducted in environments with standard office conditions.
1. Minimal physical exertion beyond regular office duties.
1. Routine use of standard office equipment and technology.
8. Work Environment and Schedule
1. Standard business hours scheduled Monday through Friday.
1. Occasional extended hours required during month-end or project closeout periods.
1. Minimal travel required, typically limited to local site visits.
1. Comfortable office-based environment with necessary resources provided.
1. Flexible work practices may be available based on project needs.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD per year.
1. Opportunity for an annual performance-based bonus.
1. Comprehensive health, dental, and vision insurance plans.
1. Participation in a 401k plan with company match.
1. Additional benefits include paid time off and professional development opportunities.
10. Company Culture and Overview
1. We are a forward-thinking company with a strong commitment to excellence in the demolition industry.
1. Our culture celebrates innovation, teamwork, and continuous improvement.
1. We invest in our team’s growth and provide ample opportunities for professional advancement.
1. Our inclusive environment values transparency, collaboration, and mutual respect.
1. We are dedicated to delivering outstanding customer satisfaction while supporting our employees’ career development.
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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