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Fireplace & Stove Installation - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing financial records and ensuring accurate transaction processing for our fireplace and stove installation business. Plays a key role in reconciling accounts, processing invoices, and supporting overall financial efficiency. Acts as a critical liaison between administrative functions and field operations to ensure timely financial documentation. Contributes to maintaining the financial integrity and operational success of the company.
2. Essential Duties and Responsibilities
1. Processes all financial transactions including invoices, receipts, and payments accurately and on time.
1. Reconciles bank statements and accounts to ensure consistency across records.
1. Manages and monitors vendor payments and related financial documentation.
1. Supports month-end closing activities and assists with financial reporting.
3. Key Tasks / Daily Activities
1. Reviews and verifies financial documents to ensure compliance with company policies.
1. Maintains and updates accounting ledgers and spreadsheets on a daily basis.
1. Communicates with vendors and internal teams to resolve invoicing discrepancies.
1. Prepares and processes routine financial reports for management review.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: 99% accuracy rate.
1. Monthly Account Reconciliation: 100% of accounts reconciled within 5 business days following month-end.
1. Payment Timeliness: 98% of vendor payments processed on or before due dates.
1. Financial Reporting: 100% on-time submission of monthly reports.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field, or equivalent work experience.
1. 2+ years of bookkeeping or accounting experience in a small to medium-sized business.
1. Strong proficiency in accounting software and Microsoft Office Suite.
1. Excellent attention to detail and strong organizational skills.
6. Preferred Experience
1. Proven work history in the home services industry or a closely related field.
1. Experience processing financial transactions and handling reconciliations in a service-oriented environment.
1. Familiarity with accounting procedures for installation and field service companies.
1. Demonstrated ability to work independently and in a team-based setting.
7. Physical Requirements
1. Ability to sit for extended periods while working at a computer.
1. Occasional light lifting of files and office supplies up to 20 pounds.
1. Standard office environment with minimal exposure to external hazards.
1. Flexibility to adjust to occasional changes in work setup as needed.
8. Work Environment and Schedule
1. Standard office hours with a typical 40-hour work week.
1. Occasional overtime during peak operational periods or month-end closings.
1. Primarily office-based with minimal onsite requirements.
1. Limited travel required for company meetings or training sessions.
9. Compensation and Benefits
1. Hourly rate typically ranging from $20 to $28 per hour based on experience.
1. Performance-based bonus structure available annually.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. Additional benefits such as a 401(k) plan and paid time off.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we are dedicated to fostering a supportive and dynamic work environment where every employee is empowered to excel. Our culture is built on transparency, collaboration, and a commitment to excellence. We strive to innovate within the home services industry and are passionate about helping our team members grow both personally and professionally. Join us and contribute to a company that values your expertise and is devoted to customer satisfaction and community impact.
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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