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Restaurants - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: Chief Financial Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a Bookkeeper to keep the daily numbers clean for all of our restaurants. You'll reconcile POS sales to bank deposits and card batches, enter and pay food and beverage invoices, track gift cards and delivery app payouts, and prepare tip and payroll records for the CFO and our outside CPA.
2. Essential Duties and Responsibilities
1. Reconcile each restaurant's daily sales report to cash deposits, card batches and delivery app payouts.
1. Enter vendor invoices, match them to receiving records and credit memos, and pay on terms.
1. Reconcile bank and credit card accounts every month.
1. Track gift card sales and redemptions across locations.
1. Prepare sales tax returns and payroll inputs, including reported tips, for the CFO to review.
1. Post inventory counts and help close the books each month.
3. Key Tasks / Daily Activities
1. Pull each restaurant's daily sales report and flag cash overs and shorts to the GM.
1. Code invoices to the right category: food, beer, wine, liquor, supplies or repairs.
1. Chase missing invoices, credits for shorted or damaged product, and differences on vendor statements.
1. Answer GM questions about invoices, petty cash and deposits.
4. Key Performance Indicators (KPIs)
1. Daily sales reconciled by the next business day: [your target].
1. Invoice entry accuracy: [your target].
1. Vendor payments on time: [your target].
1. Unresolved deposit variances: [your target].
5. Required Qualifications and Skills
1. [2+] years of bookkeeping, ideally for restaurants, bars or another multi-location business.
1. Experience with [QuickBooks, Restaurant365 or your accounting system] and Excel.
1. Understands accounts payable, bank reconciliations and month-end close.
1. Catches the details: a duplicate invoice, a missing deposit, a case billed at the wrong price.
6. Preferred Experience
1. Experience reconciling POS reports [such as Toast or Square].
1. Familiar with sales tax filing and tip reporting in restaurants.
1. Associate degree in accounting, or bookkeeping coursework.
7. Physical Requirements
1. Sit at a computer for most of the day.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Central office in [city], [standard weekday hours]; [remote days if you offer them].
1. Busier at month-end and when sales tax is due.
1. Occasional restaurant visits to collect paperwork or help with inventory counts.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new bookkeeper gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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