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Junk Removal - Bookkeeper / Accounts Payable Clerk
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance/Accounting
Reports to: [Accounting Manager / Controller]
Location: [INSERT LOCATION HERE]
1. Position Summary
This role is integral to our financial operations, ensuring timely and accurate processing of invoices, reconciliations, and vendor payments in the junk removal industry. The Bookkeeper / Accounts Payable Clerk supports month-end close and helps maintain a robust financial system that underpins our company’s growth and operational efficiency.
2. Essential Duties and Responsibilities
1. Process and manage invoices with accuracy and efficiency.
1. Reconcile bank and credit card statements in a timely manner.
1. Manage vendor relationships and support prompt payments.
1. Assist with month-end close processes and financial reporting.
1. Maintain accurate financial records and documentation.
3. Key Tasks / Daily Activities
1. Review and record daily invoice submissions for accuracy.
1. Perform bank and credit card reconciliations each day.
1. Monitor vendor accounts and respond to payment inquiries.
1. Prepare supporting documentation for month-end close activities.
1. Update financial ledgers and track expenses methodically.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: >98% accuracy rate.
1. Reconciliation Timeliness: 100% of reconciliations completed by deadlines.
1. Vendor Payment Efficiency: Process 95% of vendor payments within terms.
1. Month-End Close Completion: Achieve full close within the designated timeframe.
5. Required Qualifications and Skills
1. Minimum 2 years of bookkeeping or accounts payable experience.
1. Proficiency with accounting software such as QuickBooks or Xero.
1. Strong attention to detail and excellent organizational skills.
1. Effective communication skills and ability to work collaboratively.
6. Preferred Experience
1. Experience working within the home services or junk removal industry.
1. Familiarity with vendor management and invoice processing best practices.
1. Prior exposure to month-end close and financial reporting procedures.
1. Demonstrated ability to adapt to a fast-paced environment.
7. Physical Requirements
1. Ability to lift and carry up to 10 pounds of documents or files.
1. Prolonged periods of sitting and working at a computer.
1. Occasional travel within the local area for vendor meetings if required.
1. Standard office-based work environment.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Minimal travel required; local vendor visits only if necessary.
1. Option for flexible arrangements based on company needs.
1. Occasional overtime during peak financial periods.
9. Compensation and Benefits
1. Annual salary range between $45,000 and $55,000 USD based on experience.
1. Eligibility for performance bonuses tied to departmental KPIs.
1. Health, Dental, and Vision insurance plans provided.
1. 401(k) plan with company matching contributions and additional fringe benefits.
10. Company Culture and Overview
1. We are a dynamic team that values innovation, accountability, and continuous improvement.
1. Our culture fosters professional growth through ongoing training and career development opportunities.
1. We pride ourselves on a collaborative environment that empowers every employee to succeed.
1. Join us in a mission-driven company dedicated to exceptional customer satisfaction and operational excellence.
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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