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Siding & Exterior Cladding - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for processing daily financial entries, managing reconciliations, and overseeing accounts payable/receivable for the siding and exterior cladding division. Ensures timely and accurate financial reporting to support business decisions and overall operational excellence.
2. Essential Duties and Responsibilities
1. Maintain accurate financial records for all transactions related to siding and exterior cladding projects.
1. Process daily financial transactions, with a focus on AP/AR activities.
1. Perform monthly reconciliations of bank statements and general ledger accounts.
1. Ensure compliance with internal policies and accounting standards.
1. Collaborate with cross-functional teams to prepare budgets and monitor expense trends.
3. Key Tasks / Daily Activities
1. Review and record incoming invoices and expense receipts.
1. Process customer payments and vendor bills promptly.
1. Reconcile bank statements to ensure all entries are accurately recorded.
1. Generate regular financial reports and highlight any discrepancies.
1. Communicate with vendors and internal teams regarding financial issues.
4. Key Performance Indicators (KPIs)
1. Financial entry accuracy: >98% accuracy.
1. Timely AP/AR processing: 100% of transactions processed within designated time frames.
1. Bank reconciliation: Complete 100% reconciliation of bank statements monthly.
1. Invoice processing time: Average processing time of less than 24 hours per invoice.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field or equivalent experience.
1. At least 2 years of bookkeeping or accounting experience.
1. Proficiency in accounting software and Microsoft Excel.
1. Excellent attention to detail and strong organizational skills.
1. Effective verbal and written communication skills.
6. Preferred Experience
1. Experience in the home services, siding, or exterior cladding industry.
1. Exposure to construction or project-based financial processes.
1. Familiarity with QuickBooks or similar accounting software.
1. Background in budget preparation and financial forecasting.
7. Physical Requirements
1. Ability to sit for extended periods while working on a computer.
1. Occasional use of a calculator and reference materials.
1. Minimal physical exertion required.
1. Standard office environment exposure.
8. Work Environment and Schedule
1. Standard office hours from 9 AM to 5 PM.
1. Occasional overtime during month-end closing periods.
1. Minimal travel required.
1. Consistent in-office work arrangement.
9. Compensation and Benefits
1. Competitive salary range of $45,000 - $55,000 per annum USD.
1. Annual performance-based bonus potential.
1. Health, Dental, and Vision insurance.
1. 401(k) retirement plan options.
1. Paid time off and company holidays.
10. Company Culture and Overview
1. We foster a collaborative and supportive environment that values innovation and continuous improvement.
1. Our company is committed to the professional growth of each team member, offering ongoing training and career advancement opportunities.
1. Diversity and inclusion are at the forefront of our culture, creating a workplace where every voice is heard.
1. Join us to be part of a dedicated team that consistently delivers high-quality home services and drives customer satisfaction.
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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