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Lighting Installation - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: CFO / Accountant
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll keep the books for our lighting company accurate through seasonal swings. You invoice commercial jobs and holiday programs, track deposits and utility rebate payments, pay fixture distributors and lift rental companies, and code costs to each job so the CFO / Accountant can see job profit.
2. Essential Duties and Responsibilities
1. Invoice completed jobs, commercial progress bills and holiday lighting programs.
1. Track holiday deposits and final payments and apply them to the right season's invoice.
1. Track utility rebate payments assigned to the company until each one is paid.
1. Enter and pay bills from fixture distributors, lift rental companies and other vendors.
1. Code labor, materials and rentals to each job for job costing.
1. Prepare payroll inputs for year-round and seasonal staff.
1. Reconcile bank and credit card accounts monthly and prepare sales tax data.
3. Key Tasks / Daily Activities
1. Enter bills and match them to purchase orders and jobs.
1. Post customer payments and deposits.
1. Send invoices for jobs closed the day before.
1. Follow up on past-due commercial accounts.
4. Key Performance Indicators (KPIs)
1. Days from job closeout to invoice: [your target].
1. Receivables past due: [your target].
1. Bills coded to the correct job: [your target].
1. Rebate payments tracked to receipt: [your target].
5. Required Qualifications and Skills
1. [2+] years of full-cycle bookkeeping, ideally at a contractor.
1. Experience with job costing and progress billing.
1. Experience with [your accounting software].
1. Keeps deposits, invoices and job codes accurate when holiday volume peaks.
6. Preferred Experience
1. Experience with construction or electrical contractor accounting.
1. Familiarity with how your state taxes contractor materials and labor.
1. Associate degree in accounting.
7. Physical Requirements
1. Long periods at a computer entering and checking data.
1. Occasional lifting of file boxes up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Works from [main office location][, with hybrid options].
1. Weekday hours: [your schedule].
1. Heavier workload from October through January with holiday billing and year-end.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new bookkeeper gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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