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Insulation - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing all financial transactions specific to insulation services. Ensures accurate reconciliation of accounts and efficient handling of payables and receivables. Contributes directly to the overall financial stability and operational success of the home services business.
2. Essential Duties and Responsibilities
1. Process daily transactions including invoices, payments, and receipts accurately.
1. Reconcile bank statements and company accounts ensuring consistency and integrity of financial data.
1. Manage accounts payable and receivable to maintain optimal cash flow.
1. Support month-end and year-end financial close processes diligently.
3. Key Tasks / Daily Activities
1. Verify and record all insulation service-related financial transactions.
1. Reconcile discrepancies in accounts and collaborate with vendors or clients to resolve issues.
1. Prepare daily financial reports summarizing income, expenses, and outstanding invoices.
1. Communicate with internal teams to ensure all financial activities align with operational requirements.
4. Key Performance Indicators (KPIs)
1. Transaction Processing Accuracy: 99% accuracy in recorded financial data.
1. Accounts Reconciliation Timeliness: Complete 100% of reconciliations within 2 business days.
1. Payables/Receivables Turnaround: Process 95% of transactions within 24 hours.
1. Financial Report Accuracy: Maintain over 98% accuracy in monthly financial reports.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or related field.
1. Minimum of 3 years experience in bookkeeping or accounting, preferably in a service-oriented business.
1. Proficient with accounting software and MS Office applications.
1. Excellent attention to detail and strong analytical skills.
1. Effective communication and organizational skills.
6. Preferred Experience
1. Experience within the home services or insulation industry.
1. Familiarity with industry-specific financial practices and regulatory requirements.
1. Prior experience working in a fast-paced operations environment.
1. Demonstrated ability to streamline financial processes in a growing business.
7. Physical Requirements
1. Ability to sit for long periods while working at a computer.
1. Occasionally required to lift moderately heavy documents or files.
1. Standard office environment with minimal exposure to environmental hazards.
1. Use of office equipment such as printers, scanners, and copiers daily.
8. Work Environment and Schedule
1. Standard office hours from 8:00 AM to 5:00 PM, Monday through Friday.
1. Occasional extended hours during month-end or special financial audit periods.
1. Minimal travel requirement, primarily focused on office-based duties.
1. Work primarily in a professional indoor office setting.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD annually based on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive health, dental, and vision benefits.
1. 401(k) plan with company matching.
1. Additional fringe benefits including paid time off and professional development opportunities.
10. Company Culture and Overview
1. Our company fosters a collaborative environment where each employee is empowered to grow and succeed.
1. We value innovation, integrity, and teamwork in delivering top-notch insulation services.
1. With a focus on customer satisfaction and continuous improvement, we encourage all team members to elevate their skills and contribute to the company’s long-term 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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