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Plumbing - Commercial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as a vital component of the financial team for a commercial plumbing company by ensuring accurate bookkeeping and financial record maintenance. Facilitate smooth financial operations through diligent processing of financial entries, account reconciliation, and invoice/payable management. Support the company’s growth by providing timely and accurate financial insights that contribute to strategic decision-making.
2. Essential Duties and Responsibilities
1. Process daily financial transactions and record entries accurately.
1. Reconcile bank statements and company accounts on a monthly basis.
1. Manage vendor invoices and ensure timely payment of accounts payable.
1. Maintain comprehensive financial records and assist in the preparation of financial reports.
3. Key Tasks / Daily Activities
1. Enter and review financial transactions in accounting software each day.
1. Reconcile discrepancies in bank and company account statements.
1. Process and file vendor invoices, ensuring accuracy in accounts payable documentation.
1. Communicate with vendors and internal team members regarding financial discrepancies and inquiries.
4. Key Performance Indicators (KPIs)
1. Accuracy rate of financial entries: 99% accuracy.
1. Account reconciliation completion rate: 100% of accounts reconciled monthly.
1. Invoice processing turnaround time: 48 hours or less.
1. On-time payment percentage: 98% of invoices processed by their due date.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field, or equivalent experience.
1. Minimum of 2 years’ experience in bookkeeping, preferably within the home services or commercial plumbing industry.
1. Strong proficiency in accounting software and Microsoft Office applications.
1. Excellent attention to detail, organizational skills, and the ability to manage multiple priorities concurrently.
6. Preferred Experience
1. Previous experience working in commercial plumbing or related home services industries.
1. Familiarity with industry-specific financial practices and vendor management processes.
1. Experience in managing both small and large volume financial transactions in a similar operational setting.
1. Proven track record of improving financial processes and maintaining strict financial controls.
7. Physical Requirements
1. Ability to sit or stand for extended periods while maintaining focus on detailed tasks.
1. Capable of light lifting up to 15 lbs occasionally for file management.
1. Operate in a standard office environment with occasional visits to on-site operations for financial reviews.
1. Minimal exposure to noise and typical office conditions.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Limited travel required between office and on-site locations for financial audits if necessary.
1. May require occasional overtime during month-end closing or peak periods.
1. Standard on-call availability for urgent financial inquiries.
9. Compensation and Benefits
1. Competitive salary range: $45,000 - $55,000 per year based on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive health, dental, and vision insurance coverage.
1. Participation in the company 401(k) plan and other fringe benefits.
10. Company Culture and Overview
1. Join a dynamic and growth-oriented company that values innovation, teamwork, and continuous improvement.
1. Thrive in an environment where professional development and employee success are prioritized.
1. Experience an inclusive culture that celebrates diversity and fosters strong working relationships.
1. Be part of a team dedicated to delivering exceptional service and building long-term customer relationships in the commercial plumbing 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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