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Handyman Services - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing financial transactions, reconciling accounts, and handling invoices to support the financial integrity of our handyman services operations.
2. Essential Duties and Responsibilities
1. Process and record daily financial transactions accurately.
1. Reconcile bank statements and internal accounts on a regular basis.
1. Handle invoicing and billing for handyman services.
1. Prepare monthly financial reports and support audit processes.
1. Ensure compliance with established financial policies and procedures.
3. Key Tasks / Daily Activities
1. Review and validate incoming invoices and payments.
1. Accurately record all financial activities in accounting software.
1. Conduct regular account reconciliations to identify discrepancies.
1. Maintain comprehensive and organized financial documentation.
4. Key Performance Indicators (KPIs)
1. Invoice processing accuracy: ≥ 99%.
1. Account reconciliation completion: 100% completed on time each month.
1. On-time vendor payments: ≥ 98% adherence to payment schedules.
1. Monthly financial report turnaround: within 5 business days of month-end.
5. Required Qualifications and Skills
1. Associate degree in Accounting or a related field.
1. Minimum of 2 years’ experience in bookkeeping or financial administration.
1. Proficiency in accounting software such as QuickBooks.
1. Excellent attention to detail and strong organizational skills.
6. Preferred Experience
1. Experience in the home services or handyman industry.
1. Background in construction or property maintenance financial operations.
1. Familiarity with industry-specific invoicing and expense management practices.
1. Previous experience in a fast-paced operational environment.
7. Physical Requirements
1. Ability to sit for extended periods at a desk.
1. Occasional lifting of files or documents up to 20 lbs.
1. Use of computer and standard office equipment in a typical office setting.
1. Mild visual and auditory demands related to routine office tasks.
8. Work Environment and Schedule
1. Standard 40-hour workweek during typical business hours.
1. Occasional extended hours during month-end closing and audits.
1. Work primarily in a modern office environment.
1. Minimal travel requirements.
9. Compensation and Benefits
1. Salary range: $40,000 - $50,000 per year.
1. Performance-based bonus programs.
1. Comprehensive Health, Dental, and Vision benefits.
1. 401(k) retirement savings plan.
1. Paid time off and recognized company holidays.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we value innovation, teamwork, and continuous improvement, cultivating a supportive environment where every team member is empowered to grow and succeed.
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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