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Roofing - Commercial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance / Operations
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for maintaining accurate financial records for our commercial roofing division, ensuring data integrity, timely reconciliations, and proper invoice management to support business operations. Plays a key role in the financial health of the company by streamlining accounting processes and providing insightful financial information to management.
2. Essential Duties and Responsibilities
1. Maintain accurate and organized financial records for all commercial roofing projects.
1. Reconcile bank and credit accounts on a regular basis.
1. Manage and process invoices, ensuring accuracy and timely payments.
1. Collaborate with project managers and vendors to resolve discrepancies.
1. Prepare financial reports and summaries as required by management.
3. Key Tasks / Daily Activities
1. Verify incoming invoices and match them to purchase orders and receipts.
1. Perform daily account reconciliations to ensure consistency and accuracy of financial data.
1. Monitor cash flow and track expenses related to commercial roofing projects.
1. Communicate with suppliers and clients regarding payment issues and inquiries.
1. Update and maintain financial databases and software systems.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy Rate: 99% accuracy.
1. Account Reconciliation Timeliness: 100% reconciliations completed monthly.
1. Financial Reporting Cycle Time: Reports generated within 5 business days.
1. Vendor Payment Error Rate: Less than 2% discrepancies.
5. Required Qualifications and Skills
1. Minimum of an Associate degree in Accounting, Finance, or related field.
1. At least 2 years of bookkeeping or accounting experience.
1. Proficiency in accounting software like QuickBooks and Microsoft Excel.
1. Strong attention to detail and excellent organizational skills.
1. Effective communication and problem-solving abilities.
6. Preferred Experience
1. Experience in the commercial roofing or construction industry.
1. Familiarity with industry-specific financial practices and regulatory compliance.
1. Background in managing accounts for project-based environments.
1. Experience working in fast-paced, high-growth companies.
7. Physical Requirements
1. Ability to sit for long periods at a computer workstation.
1. Occasional lifting of files or materials up to 15 lbs.
1. Work environment is typical office setting with a standard climate.
1. Occasional visits to on-site project locations for financial reviews.
8. Work Environment and Schedule
1. Full-time position with a standard 40-hour work week.
1. Office-based role with occasional off-site meetings.
1. Limited travel required for on-site financial reviews of projects.
1. Occasional overtime during peak financial reporting periods.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD per year, based on experience.
1. Performance-based bonus opportunities.
1. Health, Dental, and Vision insurance.
1. 401(k) retirement plan with company match.
1. Paid time off and professional development opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a culture of growth, innovation, and teamwork.
1. We value transparency, accountability, and continuous learning, inspiring each team member to excel.
1. Our friendly work environment promotes collaboration and career development, ensuring every employee feels valued and empowered to contribute.
1. We are dedicated to delivering excellent service and quality workmanship in the commercial roofing industry.
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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