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Painting - Commercial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as a critical function in managing and maintaining accurate accounting records for commercial painting projects. Process daily accounting transactions, handle invoices, and reconcile financial discrepancies to support overall business operations. Collaborate across departments to ensure financial accuracy and operational efficiency.
2. Essential Duties and Responsibilities
1. Process day-to-day accounting transactions for commercial painting projects.
1. Manage billing, invoicing, and timely collections to maintain steady cash flow.
1. Reconcile bank statements and financial records to ensure data accuracy.
1. Maintain the general ledger and documentation for audit and tax compliance.
1. Collaborate with project managers to resolve any financial discrepancies and support budgeting efforts.
3. Key Tasks / Daily Activities
1. Review and process vendor and client invoices regularly.
1. Update accounting software with daily financial transactions.
1. Coordinate with project teams to address billing issues and discrepancies.
1. Prepare daily financial summaries and reports for management review.
1. Liaise with external auditors to provide required financial documentation.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: Maintain an error rate of less than 1%.
1. Timely Reconciliation: Complete monthly reconciliations within 5 business days.
1. On-Time Invoice Payment: Achieve a 95% on-time payment rate.
1. Documentation Compliance: Ensure 100% adherence to internal accounting standards.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field or equivalent work experience.
1. Minimum of 3 years of bookkeeping experience, preferably within home services or a similar industry.
1. Proficiency with accounting software and Microsoft Office Suite.
1. Strong attention to detail, excellent organizational, and effective communication skills.
6. Preferred Experience
1. Prior experience in the commercial painting or home services industry.
1. Familiarity with QuickBooks or similar accounting software platforms.
1. Experience in budgeting, forecasting, and financial reporting.
1. Demonstrated ability to thrive in a fast-paced, deadline-driven environment.
7. Physical Requirements
1. Ability to sit for extended periods during computer-based tasks.
1. Occasional light lifting of accounting materials up to 15 lbs.
1. Adaptability to work in a standard office environment.
1. Minimal exposure to outdoor conditions or extreme temperatures.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Remote work opportunities available on a case-by-case basis.
1. Minimal travel requirements associated with the role.
1. Flexibility for occasional overtime during peak financial periods.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD per year.
1. Eligibility for performance-based bonuses.
1. Comprehensive benefits package including health, dental, and vision insurance.
1. 401(k) plan with company match and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on fostering a culture of innovation, collaboration, and continuous professional growth.
1. We are committed to exceptional customer service and quality workmanship in the commercial painting industry.
1. Our supportive, inclusive work environment empowers employees to excel and reach their full potential.
1. We invest in our team with opportunities for career development and 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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