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Windows & Doors - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance & Accounting
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for processing financial entries, reconciling accounts, and managing payables/receivables in support of a thriving windows and doors business. Acts as a key contributor ensuring financial accuracy and timely reporting to bolster operational efficiency.
2. Essential Duties and Responsibilities
1. Process daily financial transactions with accuracy and attention to detail.
1. Reconcile all bank statements and company accounts on a monthly basis.
1. Manage accounts payable and receivable ensuring timely billing and payments.
1. Prepare financial reports and summaries for management review.
3. Key Tasks / Daily Activities
1. Record and verify all financial data including invoices, receipts, and disbursements.
1. Monitor and reconcile expense accounts and petty cash transactions.
1. Communicate with vendors, clients, and internal teams regarding financial discrepancies.
1. Assist in preparing monthly, quarterly, and annual financial statements and reports.
4. Key Performance Indicators (KPIs)
1. Transaction Accuracy Rate: 99% accuracy in financial entries.
1. Payment Processing Timeliness: 100% of invoices processed within 48 hours of receipt.
1. Reconciliation Completion: Achieve full account reconciliations by the end of each month.
1. Vendor Dispute Resolution: Resolve 95% of payment-related disputes within 5 business days.
5. Required Qualifications and Skills
1. Bachelor's degree in accounting, finance, or a related field.
1. Minimum of 2 years of experience in bookkeeping or accounting within a similar industry.
1. Proficiency in accounting software and Microsoft Office Suite.
1. Strong analytical skills and meticulous attention to detail.
6. Preferred Experience
1. Previous experience in the home services or construction industry, particularly with windows and doors.
1. Familiarity with QuickBooks or similar accounting platforms.
1. Experience in preparing financial reports and managing full-cycle accounting processes.
1. Demonstrated ability to work independently while effectively collaborating with a team.
7. Physical Requirements
1. Ability to lift and transport items up to 20 lbs occasionally.
1. Extended periods of sitting at a desk and working on a computer.
1. Work in a standard office environment with moderate noise levels.
1. Occasional visits to different office locations or job sites may be required.
8. Work Environment and Schedule
1. Standard office hours from 8:00 AM to 5:00 PM, Monday through Friday.
1. Limited travel requirements; occasional meetings may be held at different locations.
1. Minimal on-call duties; availability for month-end or audit-driven deadlines required.
1. Collaborative team setting with necessary support provided for professional development.
9. Compensation and Benefits
1. Competitive salary range between $45,000 to $55,000 per year based on experience.
1. Eligibility for performance bonuses tied to key financial metrics.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401(k) plan with company matching and additional fringe benefits.
10. Company Culture and Overview
1. We pride ourselves on fostering a culture of excellence, innovation, and continuous growth within our organization.
1. Our company values collaboration, integrity, and customer satisfaction, ensuring every team member feels valued and empowered.
1. We offer ample opportunities for career advancement and professional development while maintaining a supportive work environment.
1. Join us to become a part of a dynamic team where your contributions directly impact our mission and 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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