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Janitorial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Bookkeeper supports the home services business by maintaining accurate financial records, reconciling accounts, and managing vendor payments, with a focus on supporting our janitorial operations and overall efficiency. This role ensures financial transactions are recorded timely and accurately to facilitate smooth operational and administrative functions.
2. Essential Duties and Responsibilities
1. Record and process daily financial transactions accurately.
1. Reconcile monthly bank statements and accounts with supporting documentation.
1. Manage vendor invoices and ensure timely payments for janitorial supplies and services.
1. Maintain and update expense reports and budget records.
1. Assist with the preparation of financial statements and reports.
3. Key Tasks / Daily Activities
1. Review and validate journal entries and supporting documentation each day.
1. Process invoices and vendor payments with precision and timeliness.
1. Monitor and track financial discrepancies, addressing issues immediately.
1. Update and maintain the ledger to reflect current financial status.
1. Collaborate with the janitorial operations team to ensure proper allocation of expenses.
1. Communicate with vendors regarding payment terms and account discrepancies.
4. Key Performance Indicators (KPIs)
1. Transaction Accuracy Rate: ≥ 99%.
1. Month-end reconciliation completion within 5 business days.
1. Vendor payment processing time: 95% processed on time.
1. Financial report error rate: <2% per reporting period.
5. Required Qualifications and Skills
1. Associate’s or Bachelor’s degree in Accounting, Finance, or a related field.
1. Minimum of 2 years of bookkeeping or related financial record-keeping experience.
1. Proficiency in accounting software (e.g., QuickBooks) and strong MS Excel skills.
1. Excellent attention to detail and strong organizational skills.
6. Preferred Experience
1. Prior experience in the home services or janitorial industry.
1. Familiarity with vendor management and invoicing processes.
1. Experience with budgeting and financial reporting in a small to medium-sized business.
1. Proven ability to manage multiple tasks in a fast-paced environment.
7. Physical Requirements
1. Ability to sit for extended periods while working at a computer.
1. Occasional standing and walking around the office or operational areas.
1. Minimal lifting (up to 10 lbs) may be required for handling documents or office supplies.
1. Ability to work in an environment that may occasionally experience fluctuations in temperature.
8. Work Environment and Schedule
1. Standard office environment with a focus on teamwork and collaboration.
1. Typical work hours: Monday through Friday, 8:00 AM – 5:00 PM.
1. Limited travel between office and operational sites as needed.
1. Occasional on-call duties for month-end or urgent financial reporting deadlines.
9. Compensation and Benefits
1. Annual salary range: $40,000 - $50,000 USD.
1. Eligibility for performance-based bonuses.
1. Health, Dental, and Vision insurance benefits.
1. 401(k) plan with company matching contributions.
1. Additional fringe benefits may include paid time off and professional development opportunities.
10. Company Culture and Overview
1. We foster a collaborative and innovative work environment that encourages professional growth and a strong commitment to customer satisfaction.
1. Our company values transparency, accountability, and teamwork, ensuring every team member can excel and contribute meaningfully.
1. We are dedicated to creating an inclusive culture where creativity and continuous improvement are supported and rewarded.
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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