[image: ]
Fence Installation - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance and Administration
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing and maintaining the financial records of the fence installation division, ensuring accuracy in processing invoices, managing payments, and reconciling accounts to support operational efficiency and sustained growth.
2. Essential Duties and Responsibilities
1. Process invoices from vendors and subcontractors with precision and timeliness.
1. Manage payments and disbursements ensuring all transactions are recorded accurately.
1. Reconcile bank statements and financial records to maintain data integrity.
1. Collaborate with project managers and suppliers to resolve discrepancies and improve procedures.
3. Key Tasks / Daily Activities
1. Review and verify daily financial transactions, ensuring all invoices are accurately recorded.
1. Update accounting software with current receipts, expenses, and payment details.
1. Coordinate with project managers to reconcile expenses related to ongoing fence installations.
1. Maintain organized digital and physical filing systems for all financial documentation.
4. Key Performance Indicators (KPIs)
1. Invoice processing time: 48 hours or less per invoice.
1. Payment accuracy rate: Achieve 99% accuracy in all processed transactions.
1. Reconciliation completion: 100% monthly reconciliations completed without significant discrepancies.
1. Financial record accuracy: Maintain a discrepancy rate of less than 1% on all reconciliations.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field.
1. Minimum 2 years of experience in bookkeeping or accounting roles.
1. Strong proficiency in accounting software (e.g., QuickBooks) and MS Office Suite.
1. Excellent attention to detail, strong organizational skills, and the ability to meet deadlines.
6. Preferred Experience
1. Experience within the home services or construction industry, with a focus on financial processes.
1. Familiarity with the fence installation sector and its unique financial considerations.
1. Prior experience working for small to medium-sized businesses.
1. Previous experience in roles requiring routine invoice processing and account reconciliation.
7. Physical Requirements
1. Ability to work in a standard office environment with typical office furniture.
1. Occasional lifting of up to 15 lbs for filing and document management.
1. Prolonged periods of sitting and regular computer use.
1. Adequate visual acuity to review detailed financial documents and statements.
8. Work Environment and Schedule
1. Standard office hours: Monday to Friday, 9 AM to 5 PM.
1. Occasional extended hours during month-end closing or peak invoice periods.
1. Minimal travel required; primarily an office-based role.
1. On-call duties may be necessary during critical deadlines.
9. Compensation and Benefits
1. Hourly rate: $20 - $30 per hour, depending on experience.
1. Health, Dental, and Vision insurance packages provided.
1. 401(k) retirement savings plan with company contributions.
1. Additional performance-based bonuses available.
10. Company Culture and Overview
1. We are a growth-oriented organization dedicated to excellence in fence installation and customer service.
1. Our collaborative work environment promotes continuous learning and personal career advancement.
1. We value integrity, diversity, and a commitment to innovation, ensuring every team member feels empowered.
1. Our focus is on supporting our staff to excel in a dynamic industry while contributing to community 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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