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Solar Panel Install & Service - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance/Accounting
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for maintaining precise financial records and ensuring the integrity of transaction processing for our solar panel installation and service operations. Plays a vital role in managing accounts payable, receivable, and overall financial reconciliation to support company growth and operational efficiency.
2. Essential Duties and Responsibilities
1. Process all financial transactions in accordance with company policies and maintain accurate records.
1. Reconcile bank statements, vendor accounts, and customer payments with timely accuracy.
1. Manage accounts receivable and payable to ensure healthy cash flow.
1. Prepare detailed monthly, quarterly, and annual financial reports for management review.
1. Assist in the development and implementation of accounting procedures and process improvements.
3. Key Tasks / Daily Activities
1. Record daily financial transactions and update accounting software consistently.
1. Perform regular bank reconciliations and address any discrepancies immediately.
1. Monitor invoicing processes and engage with customers regarding payment issues.
1. Process vendor payments and resolve any billing discrepancies promptly.
1. Liaise with management to ensure timely reporting and compliance with financial regulations.
4. Key Performance Indicators (KPIs)
1. Completion of monthly reconciliations: 100% completed by month-end.
1. Financial record accuracy: Maintain error rate below 2%.
1. Accounts receivable turnover: Average collection period of 30 days or less.
1. Invoice processing efficiency: 90% processed within 24 hours of receipt.
1. Payment discrepancy rate: Less than 1% of total transactions.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or related field, or equivalent work experience.
1. Minimum of 3 years’ experience in bookkeeping or accounting roles.
1. Proficient in accounting software (e.g., QuickBooks) and Microsoft Office applications.
1. Strong attention to detail with excellent analytical and organizational skills.
1. Effective verbal and written communication skills.
6. Preferred Experience
1. Previous experience in the solar panel installation and service industry or related home services field.
1. Familiarity with industry-specific billing practices and contract management.
1. Knowledge of renewable energy tax credits, incentives, and financing schemes.
1. Proven record of implementing efficiency improvements in financial processes.
7. Physical Requirements
1. Ability to sit for prolonged periods while working on computer systems.
1. Occasional lifting of files or office supplies up to 20 lbs.
1. Access to a quiet workspace with minimal distractions for focused work.
1. Minimal physical exertion required on a day-to-day basis.
8. Work Environment and Schedule
1. Standard office hours from 8:00 AM to 5:00 PM.
1. Occasional overtime may be required during month-end and financial close periods.
1. Minimal travel requirements, with potential for remote work flexibility.
1. Structured work environment with clear performance expectations.
9. Compensation and Benefits
1. Competitive hourly rate or salary range: $18 - $25 per hour or equivalent salary structure.
1. Performance-based bonus opportunities to reward excellence.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401(k) plan with company matching contributions.
1. Paid time off and professional development programs available.
10. Company Culture and Overview
1. Inclusive and collaborative work environment that values innovation and continuous improvement.
1. Dedicated to employee growth, offering mentoring and development opportunities.
1. Committed to delivering exceptional customer satisfaction and operational excellence.
1. Encourages a culture of accountability, transparency, and teamwork to drive company success.
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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