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Hardscaping - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing and processing financial transactions specific to the hardscaping industry to ensure accuracy and timely reconciliation of accounts. Plays a critical role in maintaining financial integrity and supporting operational decisions through reliable bookkeeping practices.
2. Essential Duties and Responsibilities
1. Process daily financial transactions, including accounts payable and receivable, to ensure all invoices and receipts are accurately recorded.
1. Reconcile bank statements and business accounts to maintain up-to-date and error-free financial records.
1. Collaborate with management to prepare financial reports and budgets for ongoing projects and overall company performance.
1. Maintain organized financial files and documentation in compliance with regulatory and audit requirements.
3. Key Tasks / Daily Activities
1. Record and verify all financial transactions related to hardscaping projects on a daily basis.
1. Process invoices and expense reports, ensuring timely delivery and payment authorization.
1. Perform weekly reconciliations of bank accounts and sub-ledgers to catch discrepancies early.
1. Communicate with vendors and suppliers regarding invoice clarifications and payment schedules.
4. Key Performance Indicators (KPIs)
1. Transaction Processing Accuracy: Achieve a minimum accuracy rate of 98% in recorded transactions.
1. Account Reconciliation Turnaround: Complete reconciliations within 48 hours of statement receipt.
1. Invoice Processing Timeliness: Process 100% of invoices within designated payment terms.
1. Financial Reporting Compliance: Ensure 100% adherence to internal and external financial reporting standards.
5. Required Qualifications and Skills
1. Associate degree in Accounting, Finance, or related field, or equivalent work experience.
1. Minimum of 2 years of bookkeeping experience, preferably in a service-based or project-focused industry.
1. Proficiency in accounting software (e.g., QuickBooks) and Microsoft Office Suite.
1. Strong attention to detail, organizational skills, and the ability to work independently.
6. Preferred Experience
1. Previous bookkeeping experience within the home services or construction industry.
1. Familiarity with hardscaping project financials and related cost tracking methodologies.
1. Experience working with a small to mid-sized business environment.
1. Knowledge of industry-specific regulatory requirements and processes.
7. Physical Requirements
1. Ability to sit for extended periods while performing detailed work in an office environment.
1. Occasional light lifting up to 10 pounds for document handling.
1. Usual exposure to a standard office setting with minimal risks.
1. May require occasional visits to on-site locations for financial audits or meetings.
8. Work Environment and Schedule
1. Regular office hours Monday through Friday, typically 8:00 AM to 5:00 PM.
1. Flexibility to adjust hours during peak periods or month-end closings.
1. Minimal travel required, primarily for occasional site meetings or training sessions.
1. Occasional on-call duties during critical financial close periods when necessary.
9. Compensation and Benefits
1. Competitive salary range between $45,000 and $65,000 per year based on experience and qualifications.
1. Eligibility for performance bonuses tied to meeting financial accuracy and reporting targets.
1. Comprehensive benefits package including health, dental, and vision insurance.
1. 401(k) retirement plan with company match and other fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we cultivate a collaborative and inclusive work environment that values growth, innovation, and continuous improvement.
1. We are committed to supporting our employees' professional development through ongoing training and clear career advancement opportunities.
1. Our core values center on customer satisfaction, integrity, and teamwork.
1. Join us and be part of a dynamic team dedicated to shaping beautiful outdoor living spaces while mastering financial excellence.
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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