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Facility Management - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as a key financial team member responsible for processing financial entries, managing accounts, and maintaining overall fiscal integrity within the facility management division. Ensure accurate and timely reconciliation of accounts and management of AP/AR activities. Contribute to efficient operations by streamlining financial processes and supporting data-driven decision-making. Collaborate closely with the facilities management team to align financial practices with operational objectives.
2. Essential Duties and Responsibilities
1. Process daily financial entries and maintain accurate records of transactions.
1. Reconcile bank statements and accounts ensuring all discrepancies are identified and resolved.
1. Oversee accounts payable and receivable to support cash flow management.
1. Prepare periodic financial reports and assist with budget analysis.
1. Ensure compliance with all relevant financial regulations and company policies.
3. Key Tasks / Daily Activities
1. Record and process incoming invoices, receipts, and financial documents.
1. Review and reconcile facility expense reports with supporting documentation.
1. Monitor scheduled payments and follow up on overdue invoices.
1. Coordinate with vendors and internal teams to resolve financial discrepancies.
1. Assist with the preparation of financial forecasts and variance analysis.
4. Key Performance Indicators (KPIs)
1. Timeliness of financial record entries: 100% adherence to daily processing deadlines.
1. Account reconciliation accuracy: Maintain error rate below 2%.
1. Invoice processing turnaround time: Achieve a processing time of less than 24 hours per invoice.
1. AP/AR balance accuracy: Maintain a reconciliation accuracy rate of 98% or greater.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or related field.
1. Minimum of 3 years of bookkeeping or accounting experience, preferably within facility management or related industries.
1. Proficient in accounting software and Microsoft Office Suite.
1. Strong analytical skills with a high attention to detail in financial reconciliation.
1. Excellent organizational and communication skills.
6. Preferred Experience
1. Experience within the home services or facility management industry.
1. Prior involvement with AP/AR management and financial reconciliations in a multi-site environment.
1. Familiarity with advanced accounting software systems.
1. Previous exposure to budget planning and financial forecasting.
7. Physical Requirements
1. Ability to sit for prolonged periods while working at a computer.
1. Occasionally lift or move boxes up to 20 lbs.
1. Work in a standard office setting with minimal physical strain.
1. Ability to maintain focus in a fast-paced, high-accuracy environment.
8. Work Environment and Schedule
1. Standard office hours with the possibility of extended hours during peak financial periods.
1. Minimal travel required, primarily local visits to facility sites if necessary.
1. Occasional after-hours support for periodic financial close processes.
1. Opportunity for remote work options as determined by company policy.
9. Compensation and Benefits
1. Competitive salary range of $45,000 - $55,000 USD per year, commensurate with experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive benefits package, including Health, Dental, and Vision insurance.
1. Participation in 401k and other fringe benefits as offered by the company.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a culture of collaboration, innovation, and continuous improvement.
1. We are committed to empowering our employees to grow both personally and professionally, ensuring a supportive work environment that values diversity and inclusion.
1. Our approachable leadership team encourages open communication and proposes regular team-building activities, making it an ideal environment for driven individuals to thrive.
1. We pride ourselves on our mission to provide exceptional home services that exceed customer expectations while continuously evolving through shared 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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