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Remodeling - Commercial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Provide accurate and timely bookkeeping support for our commercial remodeling projects by managing invoices, reconciling accounts, and administering AP/AR functions to support strategic financial decisions.
2. Essential Duties and Responsibilities
1. Process and record invoices and payments accurately for commercial remodeling projects.
1. Reconcile bank statements and general ledger accounts on a monthly basis.
1. Manage accounts payable and accounts receivable to ensure timely payments and collections.
1. Maintain accurate financial records to support project budgets and operational reporting.
3. Key Tasks / Daily Activities
1. Review and post daily invoices and expense reports.
1. Perform routine bank reconciliations and resolve discrepancies.
1. Communicate with vendors and project managers regarding payment schedules and invoice queries.
1. Monitor AP/AR aging reports and coordinate follow-ups to ensure consistency in cash flow.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Time: <48 hours from receipt to entry.
1. Reconciliation Accuracy: 99% accuracy in monthly bank reconciliations.
1. AP Cycle Efficiency: Payments processed within 5 business days.
1. AR Collection Rate: Achieve >95% collection of outstanding receivables.
5. Required Qualifications and Skills
1. Associate’s or Bachelor’s degree in Accounting or Finance.
1. Minimum of 3 years of bookkeeping or accounting experience.
1. Proficiency in accounting software such as QuickBooks or similar systems.
1. Strong attention to detail and excellent organizational skills.
6. Preferred Experience
1. Prior experience in the commercial remodeling or construction industry.
1. Familiarity with industry-specific financial reporting and project cost tracking.
1. Experience working in a fast-paced, project-based environment.
1. Demonstrated ability to manage multiple tasks and deadlines effectively.
7. Physical Requirements
1. Primarily an office-based role in a climate-controlled environment.
1. Prolonged periods of sitting while working on computer systems and handling paperwork.
1. Occasional lifting and moving of files or office supplies up to 15 lbs.
1. Minimal exposure to physical hazards.
8. Work Environment and Schedule
1. Standard business hours with a typical schedule of Monday through Friday during the day.
1. Occasional extended hours during high-volume periods or end-of-month closings.
1. Minimal travel requirements, primarily for off-site team meetings if necessary.
1. Collaborative, team-oriented office environment.
9. Compensation and Benefits
1. Salary range: $50,000 - $65,000 per year depending on experience.
1. Eligibility for annual bonus based on performance metrics.
1. Comprehensive health, dental, and vision insurance plans.
1. 401(k) plan with company match, plus additional fringe benefits.
10. Company Culture and Overview
1. A collaborative and growth-oriented work environment where every team member’s contributions are valued.
1. A commitment to fostering professional development and career advancement.
1. An inclusive culture that prizes innovation, accountability, and customer satisfaction.
1. A focus on operational excellence and a supportive community within the company.
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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