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Plumbing - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance/Administration
Reports to: [Chief Financial Officer or office manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for the accurate processing of invoices, reconciliation of accounts, and comprehensive management of financial records to ensure the financial integrity and operational success of our plumbing services. Plays a critical role in streamlining financial processes and supporting strategic decision-making in a fast-paced home services environment.
2. Essential Duties and Responsibilities
1. Process incoming invoices and ensure timely payments to vendors and suppliers.
1. Reconcile bank statements and company accounts on a monthly basis.
1. Maintain, update, and secure all financial records and documentation.
1. Collaborate with the operations and finance teams to support budgeting and forecasting initiatives.
3. Key Tasks / Daily Activities
1. Review and verify the accuracy of invoices and expense reports daily.
1. Update financial records and reconcile account discrepancies on a daily basis.
1. Communicate with vendors and internal teams to resolve billing issues and ensure compliance.
1. Generate daily financial reports to track cash flow and assist in decision-making.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: 99% accuracy rate.
1. Account Reconciliation Timeliness: Complete monthly reconciliation within 5 business days.
1. Expense Report Turnaround: Process 95% of reports within 48 hours.
1. Vendor Query Resolution: Resolve 90% of vendor queries within 48 hours.
5. Required Qualifications and Skills
1. Associate degree in Accounting, Finance, or related field.
1. Minimum of 2 years of experience in bookkeeping or accounting preferably in a service-based industry.
1. Proficiency in accounting software such as QuickBooks or equivalent.
1. Strong attention to detail, analytical skills, and ability to maintain confidentiality.
6. Preferred Experience
1. Previous experience in the plumbing or home services industry.
1. Experience with invoice processing, account reconciliation, and financial reporting in a similar operational environment.
7. Physical Requirements
1. Ability to work in an office setting for prolonged periods.
1. Occasional lifting of light items such as files or documents up to 10 pounds.
1. Prolonged periods of sitting with occasional standing to access filing cabinets or workstations.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 8:30 AM to 5:00 PM.
1. Minimal travel required, primarily local meetings as needed.
1. Occasional on-call requirements during peak billing periods.
9. Compensation and Benefits
1. Competitive salary range: $45,000 - $55,000 USD per annum based on experience.
1. Eligibility for performance bonuses and annual salary reviews.
1. Health, Dental, and Vision benefits provided.
1. 401k retirement plan and employee assistance programs available.
10. Company Culture and Overview
1. We foster a culture of collaboration and continuous improvement where your contributions directly impact the success of our business.
1. Committed to supporting professional growth and building an inclusive environment where every employee can thrive.
1. Our team is dedicated to quality, efficiency, and outstanding customer service in the plumbing home services industry.
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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