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Retail - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: Chief Financial Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're looking for a Bookkeeper to keep our daily store money and vendor bills accurate. You'll match each store's sales to its deposits and card settlements, pay vendors against purchase orders and receipts, and track gift cards and sales tax. You'll help the CFO close the books each month.
2. Essential Duties and Responsibilities
1. Audit daily sales: match each store's POS sales to deposits, card settlements and over and short reports.
1. Enter vendor invoices and match them to purchase orders and warehouse receipts before payment.
1. Pay vendors on their terms, and take early payment discounts the CFO approves.
1. Reconcile bank, credit card and payment processor accounts each month.
1. Track gift card and store credit balances, including any unclaimed property reporting your state requires.
1. Prepare sales tax reports for each store and for online sales, for the CFO to review.
1. Support the month-end close with accruals, schedules and inventory entries.
3. Key Tasks / Daily Activities
1. Review yesterday's store deposits and flag missing or short deposits to District Managers.
1. Process vendor invoices and credit memos.
1. Answer store questions about petty cash and deposits.
1. Post card settlements and online payments.
1. File receipts, invoices and backup so every entry can be traced.
4. Key Performance Indicators (KPIs)
1. Daily sales audit completed on time: [your target].
1. Invoice matching accuracy: [your target].
1. Vendor payments made on terms: [your target].
1. Month-end tasks completed by deadline: [your target].
5. Required Qualifications and Skills
1. [2+] years of bookkeeping or accounts payable experience.
1. Experience with [QuickBooks or your accounting system] and spreadsheets.
1. Understands bank reconciliations and matching purchase orders, receipts and invoices.
1. Accurate with numbers and careful with confidential information.
6. Preferred Experience
1. Retail bookkeeping experience with daily store sales.
1. Experience filing sales tax in more than one state.
1. Associate degree in accounting or a related field.
7. Physical Requirements
1. Sit at a desk and use a computer for most of the day.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Central office, weekday hours[, with hybrid options per your policy].
1. Longer days at month-end and year-end.
1. Occasional trips to stores to help with cash and deposit questions.
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.
Need help filling this role? HireBus posts the ad, Iris interviews every applicant by phone before you do, and you decide who to hire. Start hiring now: hirebus.com/hiring-audit · This template: hirebus.com/job-descriptions/retail/bookkeeper
08b81b95bef320733cdc98c1631b0ac008b1bf6e.png
Iy
& Z
A Y Blueprint) n “ hirebus

Start hiring now «___» hirebus.com/hiring-audit





