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HVAC - Commercial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [Chief financial officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
A dedicated Bookkeeper with a focus on Commercial HVAC operations who processes financial data accurately, reconciles accounts, and manages accounts payable/receivable to ensure streamlined financial operations. This role plays a critical part in maintaining fiscal integrity and supporting the overall operational success of the company.
2. Essential Duties and Responsibilities
1. Process financial transactions, invoices, and expense reports accurately and in a timely manner.
1. Reconcile bank statements and resolve discrepancies to maintain accurate financial records.
1. Manage accounts payable and receivable, ensuring that all vendor and client transactions are recorded correctly.
1. Assist with month-end, quarter-end, and year-end closing processes by preparing necessary reports and documentation.
3. Key Tasks / Daily Activities
1. Enter and update financial data using accounting software and spreadsheets on a daily basis.
1. Review and reconcile daily transactions and bank deposits.
1. Process vendor invoices and customer payments, addressing discrepancies as they arise.
1. Communicate with vendors and internal teams to resolve payment issues and maintain accurate records.
4. Key Performance Indicators (KPIs)
1. Transaction processing accuracy: Achieve an error rate of less than 2%.
1. Timely reconciliation: Complete all monthly reconciliations within 5 business days.
1. Accounts payable turnaround time: Ensure 95% of invoices are processed within agreed payment terms.
1. Customer credit collection rate: Maintain a collection rate of 98% on outstanding receivables.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field or equivalent experience.
1. At least 2 years of bookkeeping experience, preferably in an HVAC or related service industry.
1. Proficiency with accounting software (e.g., QuickBooks, SAP) and Microsoft Excel.
1. Strong attention to detail, analytical skills, and ability to manage multiple tasks simultaneously.
6. Preferred Experience
1. Experience working in a commercial HVAC or home services environment.
1. Familiarity with industry-specific invoicing, billing practices, and vendor management.
1. Demonstrated ability to improve processes in a financial setting.
1. Exposure to regulatory compliance and financial auditing processes within the industry.
7. Physical Requirements
1. Ability to lift up to 10 pounds occasionally for document handling.
1. Extended periods of sitting and computer work in an office setting.
1. Occasional walking between departments and teams.
1. Comfortable working in a standard office environment.
8. Work Environment and Schedule
1. Standard office hours Monday through Friday with minimal overtime requirements.
1. Flexibility to adjust hours during peak financial close periods.
1. Primarily remote or on-site work as required by company policies.
1. Occasional collaboration meetings that may require brief travel between locations.
9. Compensation and Benefits
1. Annual salary range: $40,000 - $55,000 USD depending on experience and qualifications.
1. Eligibility for annual performance-based bonuses.
1. Comprehensive health, dental, and vision insurance.
1. Participation in the company 401(k) plan with matching contributions.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on building a collaborative, growth-oriented environment where every employee is empowered to contribute. We value integrity, continuous learning, and proactive problem-solving. Join us to be part of a team that is committed to excellence and customer satisfaction, while offering ample opportunities for professional growth and development.
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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