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Remodeling - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing financial transactions, maintaining accounting records, and providing payroll support to ensure the financial integrity of our remodeling projects. Plays a key role in supporting the operational and strategic financial planning of the company. Ensures accuracy and timely processing of all financial data in adherence to industry best practices. Contributes to the overall success of our home services operations by maintaining precise financial accountability.
2. Essential Duties and Responsibilities
1. Manage daily financial transactions including accounts payable and receivable.
1. Prepare, review, and reconcile accounting records to ensure compliance and accuracy.
1. Provide comprehensive payroll support to ensure timely and precise employee compensation.
1. Collaborate with project managers to align financial data with remodeling project budgets.
3. Key Tasks / Daily Activities
1. Process and record invoices, receipts, and payments related to remodeling projects.
1. Regularly update financial ledgers and reconciliations to maintain accurate records.
1. Coordinate with HR and operations for payroll processing and benefit calculations.
1. Communicate with vendors and subcontractors to verify billing discrepancies and resolve payment issues.
4. Key Performance Indicators (KPIs)
1. Payroll Accuracy: Achieve a 99% accuracy rate in payroll processing.
1. Transaction Processing Turnaround Time: Complete 95% of all transactions within a 24-hour period.
1. Monthly Financial Close: Finalize financial records within 5 business days per month.
1. Reconciliation Discrepancy Rate: Maintain discrepancies under 2% per accounting cycle.
5. Required Qualifications and Skills
1. Associate’s or Bachelor’s degree in Accounting, Finance, or a related field.
1. Minimum of 3 years of bookkeeping experience, preferably within the home services or remodeling industry.
1. Proficiency with accounting software and Microsoft Office Suite.
1. Strong attention to detail, excellent analytical skills, and effective communication abilities.
6. Preferred Experience
1. Experience working in the remodeling or home services industry.
1. Familiarity with industry-specific financial regulations and tax laws.
1. Prior experience in handling multi-project financial reporting.
1. Background in collaborating with operations teams to streamline financial processes.
7. Physical Requirements
1. Ability to sit for extended periods while using a computer and performing detailed accounting tasks.
1. Light lifting capacity (up to 10 pounds) for managing physical records when necessary.
1. Comfortable working in a standard office environment with periodic visits to project sites.
1. Occasionally required to travel within the service area for project coordination.
8. Work Environment and Schedule
1. Standard office hours with a typical work schedule of 8:00 AM to 5:00 PM.
1. Occasional overtime during month-end financial closing periods or during high project activity.
1. Minimal travel required for project meetings and site visits within the local area.
1. A mix of independent and collaborative work in a dynamic, fast-paced environment.
9. Compensation and Benefits
1. Competitive salary range: $45,000 - $55,000 USD per year, commensurate with experience.
1. Eligibility for performance-based bonuses and commission structures.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. Additional perks include a 401k plan, paid time off, and opportunities for professional development.
10. Company Culture and Overview
1. Our company fosters a culture of growth and excellence where every team member is empowered to contribute to our collective success.
1. We value innovation, integrity, and accountability, ensuring a supportive environment where ideas are encouraged.
1. Our commitment to customer satisfaction drives us to continuously improve our services and operations.
1. Join us to build a career in a dynamic, inclusive, and collaborative workplace where your contributions matter.
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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