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Electrical - Commercial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing financial transactions and maintaining accurate financial records to support the commercial electrical operations of the company. Ensures timely processing of payments, account reconciliations, and precise tracking of financial data to contribute to efficient operational performance.
2. Essential Duties and Responsibilities
1. Process payments and invoices ensuring accuracy and timeliness in financial records.
1. Reconcile bank statements and accounts to identify discrepancies and maintain ledger integrity.
1. Track and record financial transactions related to commercial electrical projects.
1. Collaborate with vendors, suppliers, and internal teams to resolve financial issues promptly.
1. Prepare and maintain accurate documentation to support audits and compliance requirements.
3. Key Tasks / Daily Activities
1. Review and post daily payment transactions using accounting software.
1. Reconcile daily bank deposits and update internal financial records.
1. Respond to vendor inquiries and resolve discrepancies in a timely manner.
1. Generate daily and weekly financial reports for internal review.
1. Maintain organized digital and physical records of all financial transactions.
4. Key Performance Indicators (KPIs)
1. Payment processing accuracy: 99% accuracy rate.
1. Payment turnaround time: All payments processed within 24 hours of receipt.
1. Account reconciliation discrepancies: Less than 1% monthly discrepancy rate.
1. Timeliness of monthly closing: Complete within 3 business days.
5. Required Qualifications and Skills
1. Associate’s or Bachelor’s degree in Accounting, Finance, or a related field.
1. Minimum of 3 years of bookkeeping or accounting experience.
1. Proficiency in accounting software and Microsoft Office Suite.
1. Strong attention to detail with excellent organizational and problem-solving skills.
6. Preferred Experience
1. Experience within the commercial electrical or home services industry.
1. Familiarity with regulatory and compliance standards in financial reporting.
1. Prior exposure to job costing and project-based accounting practices.
1. Proven ability to work in a fast-paced environment and manage multiple priorities.
7. Physical Requirements
1. Must be able to sit for extended periods while working at a computer.
1. Occasionally required to lift or carry small files and office supplies (up to 10 lbs).
1. Frequent use of standard office equipment in a typical indoor environment.
1. Must maintain a clear and organized workstation for optimal performance.
8. Work Environment and Schedule
1. Standard office setting with a professional and collaborative work atmosphere.
1. Typical work hours: Monday through Friday from 8:00 AM to 5:00 PM.
1. Minimal travel requirements; occasional overtime during peak periods if necessary.
1. On-call duties may be required during monthly closings or audit periods.
9. Compensation and Benefits
1. Hourly rate range: $25.00 - $35.00 per hour based on experience and qualifications.
1. Eligibility for performance-based bonuses.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. Participation in 401(k) plan with company match, paid time off, and additional fringe benefits.
10. Company Culture and Overview
1. We foster an environment of continuous learning and professional growth, encouraging team collaboration and innovation.
1. Our culture emphasizes customer satisfaction, integrity, and accountability, with a commitment to excellence in every aspect of our operations.
1. We support a diverse and inclusive workplace where every employee’s contribution is valued and rewarded.
1. Our team-driven approach provides ample opportunity for career advancement and personal 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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