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Property Preservation Services - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for processing financial transactions, reconciling accounts, and handling payables/receivables for our property preservation services. Ensures financial integrity and compliance with industry standards and regulatory requirements. Plays a critical role in maintaining accurate financial records and supporting operational efficiency. Contributes to overall company success by streamlining financial processes and providing timely, precise reports.
2. Essential Duties and Responsibilities
1. Process and record daily financial transactions accurately and in a timely manner.
1. Reconcile accounts monthly and investigate discrepancies to ensure proper balance.
1. Manage accounts payable and receivable functions, including vendor payments and customer invoicing.
1. Prepare financial reports and assist with month-end and year-end closing processes.
3. Key Tasks / Daily Activities
1. Verify and document incoming invoices and expense reports.
1. Update and maintain the ledger with all financial transactions.
1. Liaise with vendors and clients to resolve billing discrepancies and queries.
1. Monitor cash flow and assist in budget tracking by providing regular financial updates.
4. Key Performance Indicators (KPIs)
1. Transaction accuracy rate: >99%.
1. Month-end reconciliation completion within 5 business days.
1. Reduction in outstanding receivables: <3% per month.
1. Timeliness of vendor payments: 100% on-time.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field or equivalent experience.
1. 3+ years of bookkeeping experience in a financial or property management setting.
1. Proficient with accounting software and MS Office Suite, particularly Excel.
1. Excellent attention to detail, organizational skills, and ability to multitask under deadlines.
6. Preferred Experience
1. Experience in property preservation, real estate, or facility management industries.
1. Familiarity with industry-specific financial regulations and compliance standards.
1. Previous exposure to high-volume transaction processing environments.
1. Demonstrated ability to work collaboratively within a team-driven atmosphere.
7. Physical Requirements
1. Ability to work in a standard office environment with moderate computer use.
1. Occasional lifting of files or office supplies up to 10 pounds.
1. Extended periods of sitting and minimal physical exertion during routine operations.
1. Manage occasional visits to operational sites if needed.
8. Work Environment and Schedule
1. Standard office hours with a Monday through Friday schedule.
1. Occasional extended hours during month-end or peak financial periods.
1. Minimal travel required, primarily local visits if operational needs arise.
1. Primarily remote work opportunities with access to office facilities as required.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD per year, commensurate with experience.
1. Eligibility for performance bonuses based on timely reconciliation and accuracy targets.
1. Comprehensive benefits package including Health, Dental, and Vision coverage.
1. Additional benefits include 401(k) plan, paid time off, and opportunities for professional development.
10. Company Culture and Overview
1. We foster a collaborative, innovative environment where every team member is valued and empowered to contribute to our growth.
1. Our culture emphasizes open communication, continuous learning, and a commitment to excellence.
1. We support career progression and offer regular training and development resources.
1. Join us to be part of a dynamic team dedicated to customer satisfaction and industry-leading property preservation services.
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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