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Industrial Cleaning & Degreasing - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Provides accurate and timely bookkeeping support by processing transactions, reconciling accounts, and managing payables/receivables to ensure the financial integrity of our industrial cleaning and degreasing operations.
2. Essential Duties and Responsibilities
1. Process all financial transactions with accuracy and adherence to industry standards.
1. Conduct regular account reconciliations to ensure consistency between bank statements and ledger entries.
1. Handle accounts payable and accounts receivable in a timely and efficient manner.
1. Assist with month-end closing processes and preparation of financial reports.
3. Key Tasks / Daily Activities
1. Review and record daily transactions including invoices, receipts, and payments.
1. Reconcile bank accounts and verify accuracy of financial data.
1. Verify expenses and ensure proper documentation for all disbursements.
1. Collaborate with team members to resolve discrepancies and follow up on outstanding items.
4. Key Performance Indicators (KPIs)
1. Transaction Accuracy Rate: >99% correctness in recorded transactions.
1. Invoice Processing Time: 95% of invoices processed within 24 hours of receipt.
1. Account Reconciliation Timeliness: 100% of accounts reconciled by month-end.
1. Payment Collection Efficiency: Achieve a collection rate of >98% on receivables within allocated time frames.
5. Required Qualifications and Skills
1. Associate’s Degree in Accounting or related field or equivalent work experience.
1. Minimum of 2 years’ experience in bookkeeping or a similar role.
1. Proficient in accounting software (e.g., QuickBooks) and Microsoft Office Suite.
1. Strong attention to detail and excellent organizational and analytical skills.
6. Preferred Experience
1. Prior bookkeeping experience within industrial cleaning, degreasing, or related home services industries.
1. Experience managing financial transactions in high-paced operational environments.
1. Familiarity with industry-specific software and financial reporting standards.
1. Demonstrated ability to support cross-functional teams in a collaborative setting.
7. Physical Requirements
1. Ability to remain seated for extended periods while working at a computer.
1. Capability to lift up to 15 lbs for occasional handling of documents and supplies.
1. Adept at working in an office environment with standard lighting and ergonomic conditions.
1. Occasional manual handling of physical paperwork with minimal exertion.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday from 8:00 AM to 5:00 PM.
1. Primarily office-based with the possibility of remote work as needed.
1. Occasional overtime may be required during financial close periods.
1. Work environment supports a structured and collaborative administrative setting.
9. Compensation and Benefits
1. Salary Range: $40,000 - $55,000 per year based on experience and qualifications.
1. Eligibility for performance-based bonuses in line with departmental objectives.
1. Comprehensive Health, Dental, and Vision insurance packages.
1. 401(k) plan, paid time off, and additional fringe benefits.
10. Company Culture and Overview
1. We are a forward-thinking, growth-oriented company dedicated to excellence in industrial cleaning and degreasing services.
1. Our culture promotes teamwork, integrity, and continuous professional development.
1. We value innovation and offer ample opportunities for career advancement and skills enhancement.
1. Become a part of an inclusive, supportive team where your contributions directly impact our success.
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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