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General Contractor - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for maintaining accurate financial records and ensuring prompt processing of invoices and expenses for our general contracting operations. Supports the overall financial health of the company through detailed record-keeping and diligent expense tracking. Plays a key role in facilitating effective budgeting and compliance with industry accounting standards.
2. Essential Duties and Responsibilities
1. Oversee the maintenance and organization of financial records in accordance with industry best practices.
1. Process invoices, payments, and expense reports in a timely and accurate manner.
1. Track and reconcile daily financial transactions to ensure budget compliance.
1. Collaborate with the operations and project teams to support effective financial planning and reporting.
3. Key Tasks / Daily Activities
1. Review and reconcile financial transactions on a daily basis.
1. Process contractor and vendor invoices and ensure accurate payment scheduling.
1. Communicate with vendors and subcontractors regarding payment inquiries and discrepancies.
1. Update expense reports and assist in the preparation of monthly financial summaries.
4. Key Performance Indicators (KPIs)
1. Invoice processing accuracy: Achieve 99% accuracy in financial entries.
1. Timely processing of invoices: Complete invoice processing within 48 hours.
1. Monthly financial reporting: Deliver comprehensive financial reports by the end of each month.
1. Budget adherence: Maintain a minimum of 95% adherence to forecasted budgets.
5. Required Qualifications and Skills
1. Associate or Bachelor’s degree in Accounting, Finance, or a related field.
1. Minimum of 2 years of experience in bookkeeping or financial record management.
1. Proficiency in accounting software and strong skills in Microsoft Excel.
1. Excellent attention to detail and strong analytical and organizational skills.
6. Preferred Experience
1. Previous experience in the home services or general contracting industry.
1. Familiarity with construction billing cycles and subcontractor invoice processing.
1. Experience using QuickBooks or similar accounting software systems.
1. Background working in fast-paced, project-driven environments.
7. Physical Requirements
1. Ability to sit for extended periods while performing desk-based work.
1. Occasional lifting or transferring of files and materials weighing up to 15 lbs.
1. Navigation of an office environment with routine ergonomic adjustments.
1. Compliance with standard workplace physical requirements.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 8:00 AM – 5:00 PM.
1. Occasional extended hours during peak project periods as needed.
1. Limited travel required for onsite financial meetings and vendor interactions.
1. Minimal on-call duties outside of standard working hours.
9. Compensation and Benefits
1. Salary range: $40,000 - $50,000 per year based on experience and qualifications.
1. Eligibility for performance-based bonuses.
1. Comprehensive health, dental, and vision insurance plans.
1. 401k plan with company match, along with paid time off and holidays.
10. Company Culture and Overview
1. We foster an innovative, growth-oriented culture where every team member’s contributions are valued.
1. We are committed to professional development and career advancement opportunities.
1. Our inclusive work environment embraces diversity, creativity, and a collaborative spirit.
1. We pride ourselves on delivering exceptional service and quality workmanship to our clients.
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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