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Gutter Cleaning - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for processing financial entries, reconciling accounts, and managing invoices to ensure accurate and timely financial records within our niche gutter cleaning services.
2. Essential Duties and Responsibilities
1. Process daily financial transactions and maintain accurate general ledger entries.
1. Reconcile bank statements and company accounts on a monthly basis.
1. Generate, monitor, and manage invoices for service calls and projects.
1. Assist with financial reporting and support budgeting efforts to ensure compliance with company standards.
3. Key Tasks / Daily Activities
1. Record financial transactions using the company’s accounting software accurately.
1. Verify and process vendor invoices, ensuring proper approvals and timely payments.
1. Maintain organized financial records and assist with month-end and year-end closing procedures.
1. Communicate with service teams to address any discrepancies and verify completed work orders.
4. Key Performance Indicators (KPIs)
1. Financial Entry Accuracy: Maintain accuracy levels of >98% with recorded transactions.
1. Invoice Processing Time: Ensure 95% of invoices are processed within 48 hours.
1. Account Reconciliation Timeliness: Complete monthly reconciliations by the 5th business day.
1. Audit Compliance: Achieve a 100% pass rate on internal and external financial audits.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field, or equivalent experience.
1. Minimum of 2 years experience in bookkeeping or general accounting roles.
1. Proficient in accounting software such as QuickBooks; advanced Excel skills preferred.
1. Excellent attention to detail, strong organizational skills, and the ability to meet strict deadlines.
6. Preferred Experience
1. Prior experience in the home services or gutter cleaning industry.
1. Experience working with small business financial systems and operations.
1. Familiarity with regulatory compliance and industry-specific financial standards.
7. Physical Requirements
1. Ability to work in a standard office environment with prolonged periods of sitting.
1. Minimal physical exertion required, with periodic walking within the office or facility.
1. Occasionally lift files or documents up to 10 lbs.
8. Work Environment and Schedule
1. Typically office-based work hours from 8:00 AM to 5:00 PM, Monday through Friday.
1. Occasional extended hours during month-end closing or audit periods may be required.
1. Limited travel may be expected for team meetings or training sessions.
9. Compensation and Benefits
1. Salary range: $40,000 - $50,000 per year, commensurate with experience.
1. Performance-based bonus opportunities available.
1. Comprehensive Health, Dental, and Vision Insurance.
1. 401(k) plan with company match.
1. Paid time off and other fringe benefits available.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative, growth-oriented environment where innovation and excellence are celebrated.
1. We are committed to enhancing the lives of our employees by providing continuous professional development and a supportive work culture.
1. Our focus on customer satisfaction and service quality creates a rewarding atmosphere for anyone seeking to advance their career in the home services industry.
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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