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Garage Door - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [Chief Financial Officer or Office Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the financial backbone for our garage door operations by processing transactions, reconciling accounts, and ensuring the integrity of payables/receivables to support business growth and operational efficiency.
2. Essential Duties and Responsibilities
1. Process daily financial transactions with accuracy and thoroughness.
1. Reconcile general ledger accounts on a periodic basis.
1. Manage and monitor accounts payable and receivable to ensure timely processing of invoices and payments.
1. Collaborate with vendors and internal teams to resolve discrepancies and maintain accurate financial records.
3. Key Tasks / Daily Activities
1. Record and reconcile all transactions in the accounting software.
1. Generate and review financial reports to ensure timely closing of accounts.
1. Communicate with suppliers and customers regarding invoice issues and payment status.
1. Prepare documentation for tax filings and audits as needed.
4. Key Performance Indicators (KPIs)
1. Transaction processing accuracy: 99% or higher.
1. Monthly bank reconciliation completion: 100% within 5 business days of month-end.
1. Invoice processing turnaround time: all invoices processed within 24 hours of receipt.
1. Reduction of outstanding receivables: maintain average collection period below 30 days.
5. Required Qualifications and Skills
1. Associate degree in accounting, finance, or related field.
1. Minimum of 2 years of bookkeeping experience.
1. Proficiency in accounting software (e.g., QuickBooks) and Microsoft Excel.
1. Strong attention to detail, organizational, and communication skills.
6. Preferred Experience
1. Prior experience in the home services or garage door industry.
1. Familiarity with financial regulations and compliance within service-based industries.
1. Experience working in fast-paced, small-to-medium business environments.
7. Physical Requirements
1. Ability to sit for extended periods while performing computer-based tasks.
1. Occasional requirement to lift file boxes or office supplies up to 15 lbs.
1. Work is primarily in an office environment with standard lighting and climate control.
8. Work Environment and Schedule
1. Standard work schedule: Monday through Friday, 8 AM to 5 PM.
1. Occasional extended hours during month-end or auditing periods may be required.
1. Minimal travel required to other company locations if necessary.
9. Compensation and Benefits
1. Hourly rate or salary range: $45,000 - $60,000 USD annually, commensurate with experience.
1. Eligibility for performance bonuses based on processing accuracy and timeliness.
1. Comprehensive healthcare plans including medical, dental, and vision.
1. 401(k) retirement plan with company match.
10. Company Culture and Overview
1. We foster a collaborative, growth-oriented environment where every team member is valued and empowered to reach their full potential.
1. Our commitment to excellent customer service is matched by our dedication to employee development and innovation in the home services industry.
1. We believe in transparent communication, continuous improvement, and celebrating success as a team.
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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