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Roofing - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Manage and maintain accurate financial records for roofing projects to ensure optimal job costing and cost control. Play a pivotal role in supporting the finance team by reconciling accounts and ensuring timely data entry and reporting. Contribute to overall business efficiency by providing precise and actionable financial insights.
2. Essential Duties and Responsibilities
1. Oversee the maintenance of financial records and bookkeeping for roofing projects.
1. Perform regular job costing analysis to track project expenses and profitability.
1. Reconcile accounts, ensuring discrepancies are identified and resolved promptly.
1. Prepare financial reports and summaries for management review.
3. Key Tasks / Daily Activities
1. Enter and code invoices, receipts, and payments into the accounting system.
1. Perform daily reconciliations of bank and credit accounts to ensure accuracy.
1. Monitor cost allocations on roofing projects through detailed job costing records.
1. Coordinate with project managers and external vendors regarding financial discrepancies and updates.
4. Key Performance Indicators (KPIs)
1. Monthly financial report delivery rate: 100% on time.
1. Invoice processing accuracy: >98% accuracy rate.
1. Reconciliation discrepancy rate: <2% per month.
1. Timeliness of job costing updates: 95% updates within designated timeframes.
5. Required Qualifications and Skills
1. Associate's or Bachelor's degree in Accounting, Finance, or related field preferred.
1. Minimum of 2 years of bookkeeping or accounting experience.
1. Proficiency in accounting software and Microsoft Office Suite.
1. Strong attention to detail, organizational skills, and ability to meet deadlines.
6. Preferred Experience
1. Experience in the home services or roofing industry.
1. Familiarity with construction/job costing software and practices.
1. Background working in a small to medium-sized business environment.
1. Prior experience collaborating with project management teams.
7. Physical Requirements
1. Ability to sit or stand for prolonged periods while working at a desk.
1. Occasional lifting of files or office supplies up to 20 lbs.
1. Work in a typical office environment with standard lighting and temperature controls.
1. Minimal exposure to outdoor conditions when meeting with project teams, if necessary.
8. Work Environment and Schedule
1. Standard work hours from 8:00 AM to 5:00 PM, Monday through Friday.
1. Occasional overtime required during financial closing periods.
1. Limited travel required for coordination with field staff or vendors.
1. Primarily office-based with remote work opportunities as applicable.
9. Compensation and Benefits
1. Salary range: $45,000 to $60,000 USD per year based on experience.
1. Eligibility for performance-based bonuses as available.
1. Health, Dental, and Vision insurance provided.
1. 401k plan participation with company match and additional fringe benefits.
10. Company Culture and Overview
1. We are a growth-oriented company committed to excellence and innovation in the roofing industry.
1. Our culture fosters collaboration, continuous learning, and professional development.
1. We take pride in maintaining a workplace that is inclusive, supportive, and dedicated to our customers' satisfaction.
1. Our team is passionate about elevating career paths and contributing to a thriving business environment.
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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