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Pool & Spa Maintenance - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as a key financial steward for our pool & spa maintenance division by processing transactions, reconciling accounts, and managing payables/receivables to ensure accuracy and contribute to the overall financial health of the company.
2. Essential Duties and Responsibilities
1. Process daily financial transactions including invoices, receipts, and payments accurately.
1. Reconcile bank statements and accounts to maintain error-free ledgers.
1. Manage payables and receivables ensuring timely billing and collections.
1. Maintain organized financial records in accordance with regulatory requirements.
3. Key Tasks / Daily Activities
1. Record, update, and monitor all financial entries and transactions.
1. Communicate with vendors and clients to resolve discrepancies and provide account details.
1. Prepare daily, weekly, and monthly financial reports for management review.
1. Support internal audits by providing accurate and timely financial documentation.
4. Key Performance Indicators (KPIs)
1. Transaction Processing Accuracy: 99% accuracy rate.
1. Timely Invoice Payment Rate: 95% or above.
1. Account Reconciliation Completion: 100% reconciled by month-end.
1. Receivables Collection Efficiency: 90% collected within payment due dates.
5. Required Qualifications and Skills
1. Associate’s or Bachelor’s degree in Accounting, Finance, or a related field.
1. 3+ years of experience in bookkeeping, accounting, or a similar role.
1. Proficient in accounting software (e.g., QuickBooks) and Microsoft Excel.
1. Excellent attention to detail and strong organizational skills.
6. Preferred Experience
1. Experience in the home services industry, specifically in pool & spa maintenance or related fields.
1. Familiarity with job cost accounting and industry-specific financial practices.
1. Background in a fast-paced, service-oriented environment.
1. Demonstrated history of improving process efficiencies in similar roles.
7. Physical Requirements
1. Capable of sitting or standing for extended periods during work shifts.
1. Minimal lifting required (up to 10 pounds) for file management and office tasks.
1. Ability to operate standard office equipment and technology.
1. Comfortable working in a typical office environment.
8. Work Environment and Schedule
1. Regular office hours from 8:00 AM to 5:00 PM with standard weekday schedules.
1. Minimal travel is required, primarily for occasional meetings or training sessions.
1. Onsite work with a quiet, professional workspace.
1. Flexibility to adjust work hours during peak financial periods as needed.
9. Compensation and Benefits
1. Hourly rate between $20 and $25 or an annual salary range of $42,000 to $55,000.
1. Performance-based bonuses awarded quarterly.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. Access to a 401(k) retirement plan with company match and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a culture of growth, collaboration, and excellence. We value initiative, innovation, and the drive to exceed expectations. Our team is committed to creating a supportive environment where every employee is empowered to develop their skills and build a successful career. Join us on our journey to deliver outstanding home services, ensuring customer satisfaction and operational 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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