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Framing & Carpentry - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration/Operations
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Bookkeeper plays a critical role in maintaining the financial integrity of our framing & carpentry business by processing financial records, reconciling accounts, and managing both accounts payable and receivable. This position ensures timely, accurate financial reporting that supports operational efficiency and informed decision-making.
2. Essential Duties and Responsibilities
1. Process financial transactions and maintain complete, up-to-date records of all financial activities.
1. Reconcile accounts on a monthly basis to ensure accuracy and consistency across financial statements.
1. Manage accounts payable and collections for accounts receivable to optimize cash flow.
1. Generate periodic financial reports to assist senior management in strategic planning.
3. Key Tasks / Daily Activities
1. Review and record daily financial transactions including invoices, receipts, and expense claims.
1. Monitor bank balances and perform routine reconciliations on a daily or weekly basis.
1. Process vendor invoices and purchase orders while ensuring compliance with company policies.
1. Communicate with vendors and subcontractors to resolve discrepancies or payment issues.
4. Key Performance Indicators (KPIs)
1. Timely account reconciliation with a 95% accuracy rate and monthly close by Day 5.
1. Invoice processing efficiency at 98% within a 24-hour turnaround.
1. Maintain less than 2% late payments per month for Accounts Payable.
1. Achieve 99% accuracy in month-end financial report submissions.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field.
1. 3+ years of experience in bookkeeping or related financial roles.
1. Proficient in accounting software (e.g., QuickBooks) and Microsoft Office Suite.
1. Strong attention to detail and excellent analytical skills.
1. Effective communication and organizational skills with a proactive approach to problem solving.
6. Preferred Experience
1. Experience working in the home services or construction industry.
1. Familiarity with the operational aspects of framing & carpentry businesses.
1. Prior exposure to managing both Accounts Payable and Accounts Receivable.
1. Demonstrated experience with QuickBooks or similar financial management software.
7. Physical Requirements
1. Ability to occasionally lift boxes up to 20 lbs.
1. Occasional travel between job sites and the office environment.
1. Frequent sitting and regular use of a computer for extended periods.
1. Minimal exposure to outdoor or variable environmental conditions.
8. Work Environment and Schedule
1. Standard office hours with occasional work extending beyond 40 hours per week during peak periods.
1. Limited travel required between the office and job sites.
1. Occasional on-call duties, especially during month-end and audit periods.
1. Predominantly indoor work in a professional office setting.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per year based on experience and qualifications.
1. Eligible for performance bonuses tied to accuracy and timeliness of financial reporting.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401(k) plan with company matching contributions.
1. Generous paid time off, sick leave, and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster an inclusive and dynamic environment that values collaboration, innovation, and continuous learning.
1. Our team is passionate about delivering quality home services and upholding a tradition of excellence in the framing & carpentry industry.
1. We emphasize professional growth, integrity, and creativity in all aspects of our work.
1. Join us to become part of a forward-thinking company dedicated to empowering our employees and creating a positive 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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