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HVAC - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Controller or chief financial officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Oversee and manage financial records specific to HVAC service operations. Ensure accurate processing of invoices, reconciliations, and vendor payments. Contribute to maintaining high financial integrity and efficiency within the company.
2. Essential Duties and Responsibilities
1. Maintain and update financial records and ledgers accurately and in a timely manner.
1. Process invoices, reconcile accounts, and prepare financial statements.
1. Manage vendor payments and monitor cash flow to ensure smooth operations.
1. Collaborate with the finance team to prepare month-end and year-end closing reports.
3. Key Tasks / Daily Activities
1. Review and process incoming invoices and expense reports daily.
1. Perform regular reconciliations of bank and credit card statements.
1. Maintain accurate documentation and filing of financial transactions.
1. Communicate with vendors and service providers to resolve discrepancies.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: Achieve a minimum accuracy rate of 98%.
1. Timeliness in Monthly Closes: Complete 100% of month-end reconciliations within 5 business days.
1. Discrepancy Resolution Rate: Resolve 95% of identified discrepancies within 48 hours.
1. Vendor Payment Timeliness: Ensure 100% of payments are made by due dates.
5. Required Qualifications and Skills
1. Bachelor’s or Associate’s degree in Accounting, Finance, or a related field.
1. Minimum of 2 years of bookkeeping or accounting experience.
1. Proficient in accounting software (e.g., QuickBooks) and Microsoft Excel.
1. Strong attention to detail and exceptional organizational skills.
6. Preferred Experience
1. Experience working within the HVAC or home services industry.
1. Familiarity with processing work orders and tracking expenses specific to service operations.
1. Previous experience in a fast-paced environment with multi-tasking responsibilities.
7. Physical Requirements
1. Ability to sit for extended periods while working on a computer.
1. Occasional lifting of light materials (up to 10 lbs) for file handling.
1. Adequate visual acuity for detailed record keeping and data entry.
8. Work Environment and Schedule
1. Standard office environment with minimal exposure to hazardous conditions.
1. Typical work hours: Monday through Friday, 9:00 a.m. to 5:00 p.m.
1. Occasional overtime may be required during peak periods.
1. Possibility of remote work arrangements based on company policy.
9. Compensation and Benefits
1. Annual salary in the range of $50,000 - $60,000, based on experience.
1. Eligibility for bonus incentives based on performance.
1. Comprehensive Health, Dental, and Vision benefits.
1. 401(k) plan with company matching contributions.
1. Paid time off (vacation, sick leave, and company holidays).
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a culture of continuous growth and innovation.
1. Our team is passionate about delivering exceptional home service experiences while nurturing professional development.
1. We value collaboration, transparency, and a commitment to excellence, ensuring every team member can thrive.
1. Join us in a supportive and dynamic environment where your contributions truly make a difference.
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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