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Window Cleaning - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing and maintaining financial records for our window cleaning operations to ensure accuracy and timely processing of invoices, account reconciliation, and expense tracking. Plays a vital role in supporting the overall financial health of the company by providing accurate bookkeeping and financial reporting.
2. Essential Duties and Responsibilities
1. Process all incoming invoices related to window cleaning services with accuracy and timeliness.
1. Reconcile bank statements and company accounts on a regular basis.
1. Track and record all expenses and financial transactions in the accounting system.
1. Prepare monthly financial reports to assist in financial planning and decision-making.
1. Maintain organized financial records in compliance with company policies and relevant regulations.
3. Key Tasks / Daily Activities
1. Verify and enter invoices into the accounting system each day.
1. Monitor daily cash receipts and payments associated with window cleaning jobs.
1. Perform routine reconciliations between bank records and internal ledgers.
1. Update expense tracking sheets and communicate discrepancies with management.
1. Collaborate with team members to resolve any financial discrepancies or queries.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: achieve 99% error-free entry.
1. Timeliness of Account Reconciliation: complete reconciliations within 48 hours of receiving bank statements.
1. Expense Tracking Accuracy: maintain tracking errors at less than 2%.
1. Monthly Financial Reporting: deliver reports within the first five business days of each month.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or a related field.
1. Minimum of 2 years’ experience in bookkeeping or accounting roles.
1. Proficiency in accounting software (e.g., QuickBooks, Xero) and Microsoft Excel.
1. Strong attention to detail and excellent organizational skills.
1. Ability to work independently and collaboratively.
6. Preferred Experience
1. Prior experience in the home services industry, particularly within window cleaning or related sectors.
1. Familiarity with industry-specific financial processes and regulatory requirements.
1. Experience working with small business accounting environments.
1. Proven track record of managing high-volume transaction processing.
7. Physical Requirements
1. Ability to sit for extended periods while working on a computer.
1. Occasional light lifting of accounting materials and files (up to 15 lbs).
1. Periodic visits to on-site locations if necessary, in a standard office-to-field transition.
8. Work Environment and Schedule
1. Standard office hours from Monday to Friday, 8:00 AM – 5:00 PM.
1. Occasional overtime during month-end closing periods.
1. Primarily an office-based role with minimal travel requirements.
1. A comfortable and inclusive workplace that supports work-life balance.
9. Compensation and Benefits
1. Annual salary range of $45,000 – $55,000 USD, commensurate with experience.
1. Performance-based bonus opportunities.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. Participation in a 401(k) plan with company matching.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. We foster a collaborative environment where every team member is empowered to excel and grow.
1. Our commitment to excellence in customer service drives our daily operations and strategic goals.
1. We emphasize continuous learning, innovation, and mutual support to help each employee reach their full potential.
1. We pride ourselves on transparency, integrity, and a passion for delivering top-quality window cleaning services.
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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