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Floor Coating - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing and reconciling financial records within our floor coating division, ensuring strict adherence to industry standards and supporting the overall financial health of the company. The Bookkeeper plays a critical role in maintaining accurate financial documents, processing billing, and reconciling accounts, contributing to operational efficiency and informed decision-making.
2. Essential Duties and Responsibilities
1. Manage general ledger entries and ensure accuracy of financial documentation.
1. Process invoices, billing, and other financial transactions related to floor coating projects.
1. Reconcile bank statements, vendor accounts, and client records on a regular basis.
1. Collaborate with the Accounting Manager to prepare periodic financial reports and audits.
3. Key Tasks / Daily Activities
1. Review, record, and organize daily financial transactions and receipts.
1. Verify and process customer invoices and supplier bills accurately.
1. Communicate with project managers and vendors regarding billing discrepancies or account queries.
1. Assist in the preparation of payroll and related financial documentation when required.
4. Key Performance Indicators (KPIs)
1. Accuracy Rate in Financial Documentation: 98% or higher.
1. Billing Processing Time: Within 24 hours of receipt.
1. Account Reconciliation Completion Rate: 100% for each monthly cycle.
1. Reduction in Outstanding Invoices: Achieve less than 5% outstanding at month-end.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or related field or equivalent professional experience.
1. Minimum of 2 years’ bookkeeping experience in a related industry.
1. Proficient in accounting software and Microsoft Excel.
1. Strong organizational, analytical, and communication skills.
6. Preferred Experience
1. Experience working in the home services or construction industry, specifically with floor coating projects.
1. Familiarity with industry-specific billing and financial documentation procedures.
1. Prior exposure to project-based accounting.
1. Demonstrated ability to handle multiple financial tasks and deadlines in a dynamic environment.
7. Physical Requirements
1. Ability to sit or stand for extended periods during day-to-day activities.
1. Moderate use of computer and office equipment.
1. Occasionally lift files and documents up to 10 pounds.
1. Work primarily in an office environment with controlled climate.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 AM to 5:00 PM.
1. On occasional evenings to accommodate deadlines during month-end closes.
1. Minimal travel involved; occasional visits to floor coating project sites if needed.
1. Flexible work environment that supports remote work as needed.
9. Compensation and Benefits
1. Salary range: $45,000 – $55,000 per year, commensurate with experience.
1. Performance-based bonuses available.
1. Health, Dental, and Vision insurance plans.
1. 401k plan with company matching contributions.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on fostering a supportive, innovative, and growth-oriented environment. Our team works collaboratively to deliver high-quality floor coating services while nurturing professional development and rewarding excellence. We are dedicated to excellence, customer satisfaction, and continuous improvement, providing limitless opportunities for career progression and personal growth.
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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