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General Contractor - Commercial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing all financial transactions and job costing for our commercial general contracting projects, ensuring accurate record keeping and timely financial reporting to support operational success.
2. Essential Duties and Responsibilities
1. Process and record daily financial transactions including invoices, receipts, and payments.
1. Manage job costing for multiple construction projects ensuring proper allocation of expenses.
1. Reconcile general ledger accounts and resolve discrepancies in a timely manner.
1. Collaborate with project managers to verify costs and confirm accurate billing.
3. Key Tasks / Daily Activities
1. Review and post daily financial entries and statements.
1. Monitor accounts receivable and payable to maintain financial accuracy.
1. Conduct periodic account reconciliations and prepare supporting documentation.
1. Assist in preparing financial reports for management review.
4. Key Performance Indicators (KPIs)
1. Accuracy of financial records: >98% accuracy in transaction processing.
1. Timeliness of reconciliations: Complete 100% monthly account reconciliations by the 5th of each month.
1. Job costing precision: Maintain variance of less than 5% between estimated and actual job costs.
1. Invoice processing speed: Process 90% of invoices within 48 hours of receipt.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or related field.
1. Minimum of 3 years of bookkeeping or accounting experience in a construction or contracting environment.
1. Proficiency in accounting software and Microsoft Office applications.
1. Strong attention to detail and organizational skills.
6. Preferred Experience
1. Previous experience working within a commercial general contracting firm.
1. Familiarity with construction job costing and project accounting.
1. Experience working with QuickBooks or similar financial software.
1. Background in managing multi-project accounting environments.
7. Physical Requirements
1. Ability to sit or stand at a workstation for extended periods.
1. Occasional lifting of files or office supplies up to 20 lbs.
1. Work predominantly in a standard office environment with occasional visits to project sites.
8. Work Environment and Schedule
1. Standard office hours with occasional flexibility required during month-end or project closeout periods.
1. Limited travel between office and job sites within the local area.
1. Minimal on-call duties, primarily focused on office-based tasks.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 annually, based on experience and qualifications.
1. Potential for performance-based bonuses.
1. Health, Dental, and Vision insurance plan.
1. 401(k) with company match.
1. Paid time off and professional development opportunities.
10. Company Culture and Overview
1. We foster a culture of collaboration, transparency, and professional growth that empowers our employees to excel in their roles and contribute meaningfully to our projects.
1. Our team is dedicated to excellence in every aspect of construction and service delivery, ensuring that every employee feels valued and supported.
1. We are committed to continuous improvement and innovation, encouraging creative solutions and proactive learning to drive both personal and company success.
1. Our inclusive environment welcomes diversity and promotes a balanced work-life dynamic.
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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