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Restoration Contractors - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Financial Officer or Office Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for processing claims payments, reconciling accounts, and managing AR/AP to ensure financial accuracy and support restoration project success. Plays a critical role in maintaining financial integrity and ensuring timely payment processing, contributing to seamless operations and customer satisfaction.
2. Essential Duties and Responsibilities
1. Process claims payments accurately and efficiently.
1. Reconcile daily, monthly, and yearly financial transactions across various accounts.
1. Manage accounts receivable and accounts payable with precision.
1. Prepare financial reports and assist in budget tracking for restoration projects.
3. Key Tasks / Daily Activities
1. Daily review and posting of claims payments and invoices.
1. Regular reconciliation of bank statements and general ledger accounts.
1. Manage vendor payments and follow up on outstanding customer invoices.
1. Communicate with colleagues and vendors regarding payment discrepancies and resolution.
4. Key Performance Indicators (KPIs)
1. Claims Processing Accuracy: 99% accuracy in claims payments processed.
1. Reconciliation Timeliness: Complete monthly account reconciliations within 5 business days.
1. AR Turnover: Achieve an AR collection rate of 95% within 30 days.
1. AP Processing Efficiency: Process all vendor invoices with a turnaround time of less than 7 days.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or related field or equivalent work experience.
1. A minimum of 3 years’ experience in bookkeeping with a focus on AR/AP management.
1. Proficiency with accounting software and Microsoft Office Suite.
1. Strong attention to detail and excellent organizational skills.
6. Preferred Experience
1. Experience working in the restoration or home services industry.
1. Familiarity with industry-specific software and claims processing systems.
1. Previous role involving multi-account reconciliation and vendor management.
1. Exposure to project-based financial tracking and reporting.
7. Physical Requirements
1. Ability to sit for extended periods while working on a computer.
1. Moderate lifting ability (up to 20 lbs) for handling paperwork and documents.
1. Adequate vision to manage detailed financial data.
8. Work Environment and Schedule
1. Standard work hours typically Monday through Friday during business hours.
1. Low travel requirements with occasional overtime during high-volume periods.
1. Office environment with a focus on detailed financial documentation.
9. Compensation and Benefits
1. Hourly rate range from $25 to $35 per hour based on experience.
1. Performance bonuses based on accuracy and efficiency metrics achieved.
1. Comprehensive Health, Dental, and Vision insurance provided.
1. 401(k) plan with company matching contributions.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. We are a growth-oriented company that values collaboration, accountability, and excellence.
1. Our team embraces continuous improvement and strives to deliver exceptional restoration services with integrity.
1. We foster an inclusive environment that supports career development and long-term success.
1. Join us in a culture where your contributions are recognized and innovation is encouraged.
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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