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Home Services - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Owner, controller or chief financial officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
As a bookkeeper at [Company name], you'll own our day-to-day financial records. You'll pay vendor bills, invoice customers and follow up on what's owed, reconcile our bank and credit card accounts, and post costs to each job. You'll [help with payroll,] close each month, and give [the owner and our outside accountant] numbers they can trust.
2. Essential Duties and Responsibilities
1. Enter and pay vendor and supply house bills on their terms, coded to the right job or expense account.
1. Send customer invoices, post payments, and follow up on unpaid balances.
1. Reconcile bank, credit card, [merchant and financing] accounts every month.
1. Post labor, materials and subcontractor costs to each job in [your accounting or field service software].
1. [Check hours, commissions and pay changes before payroll runs in your payroll system.]
1. Collect a Form W-9 from each subcontractor before the first payment, and prepare 1099 forms at year-end.
1. Close each month with reconciliations, [sales tax reports] and financial statements for [the owner or outside accountant].
3. Key Tasks / Daily Activities
1. Enter the day's bills and receipts, and attach the backup to each entry.
1. Post customer payments and deposits, and match each one to an open invoice.
1. Code card charges and supply house receipts to a job, a truck or an expense account.
1. Answer vendor, customer and staff questions about bills, payments and paychecks.
1. Flag anything that doesn't tie out, such as a missing deposit or a duplicate bill, and follow it until it's fixed.
4. Key Performance Indicators (KPIs)
1. Days after month-end until the reconciled reports reach the owner: [your target].
1. Vendor bills paid by their due date: [your target].
1. Customer balances unpaid after [number] days: [your target].
1. Job costs posted to the right job within [time frame] of the job closing: [your target].
1. Payroll corrections needed after payroll runs: [your target].
1. Entries your outside accountant has to fix at [quarter-end or year-end]: [your target].
5. Required Qualifications and Skills
1. [2+] years of bookkeeping or accounting clerk experience.
1. Working knowledge of [QuickBooks or your accounting software] and spreadsheets.
1. Understands debits and credits, bank reconciliations, accounts payable and receivable, and month-end close.
1. [Associate degree in accounting, or equal bookkeeping experience].
1. Careful with details, and keeps pay and financial information private.
6. Preferred Experience
1. Has kept the books for a [trade, construction or other job-based] company, including job costing.
1. Payroll experience with hourly field employees and overtime.
1. Has connected [your field service software] to the accounting system, or cleaned up entries after a bad sync.
1. A bookkeeping credential, such as [QuickBooks ProAdvisor or Certified Bookkeeper].
7. Physical Requirements
1. Seated work on a computer, with breaks for filing and the mail.
1. Lifting files and supply boxes up to [15] pounds now and then.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. [On site at office location; hybrid or remote work if your policy allows].
1. Hours are [days and times]; expect longer days around closings and [tax filing dates].
1. Works closely with [the owner, the office manager and your outside accountant or CPA].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new bookkeeper gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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