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Window Cleaning - Commercial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: Chief Financial Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll keep the books for a commercial window cleaning company with recurring building contracts, high-rise jobs that use rented lifts and swing stages, and one-time post-construction cleans. You'll post payments, pay vendors, code costs to each building, and give the CFO numbers they can trust.
2. Essential Duties and Responsibilities
1. Post payments from property managers, including those paid through vendor portals, and reconcile bank and card accounts monthly.
1. Check the contract list against invoices each month so no scheduled building goes unbilled.
1. Code crew hours, lift and swing stage rentals, and rope access gear to each building for job costing.
1. Prepare pay applications, lien waivers and retainage tracking for post-construction cleans billed through general contractors.
1. Keep payroll records by job type for the workers' compensation premium audit, as your carrier requires.
1. Pay vendors and subcontractors, collect their certificates of insurance, and prepare year-end 1099 forms.
1. Prepare payroll reports for public building contracts where prevailing wage rules apply.
3. Key Tasks / Daily Activities
1. Post payments received by check, ACH and property manager portals.
1. Code crew timesheets and equipment rental invoices to the right building.
1. Enter vendor bills and match them to purchase orders.
1. Flag completed cleans with no invoice to the Office Manager.
1. Update the certificate of insurance log for subcontractors.
4. Key Performance Indicators (KPIs)
1. Unbilled completed cleans found at month-end: [your target].
1. Bank and card reconciliations on time: [your target].
1. Costs coded to the right building: [your target].
1. Vendor bills paid by due date: [your target].
1. Workers' comp audit adjustments: [your target].
5. Required Qualifications and Skills
1. [2+] years of full-cycle bookkeeping, ideally for a contractor or commercial service company.
1. Experience with job costing and recurring contract accounts.
1. Strong skills in [your accounting software] and spreadsheets.
1. Organized enough to track many buildings, contracts and vendor portals at once.
6. Preferred Experience
1. Experience with construction pay applications, lien waivers and retainage.
1. Experience with workers' compensation premium audits.
1. Experience with prevailing wage or certified payroll reports.
7. Physical Requirements
1. Sit at a computer for most of the day.
1. Lift file boxes up to [20] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based at [location], [your hours].
1. Extra hours at month-end, year-end and during insurance audits.
1. [Hybrid options, if any].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new bookkeeper gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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