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	Title
	Bookkeeper

	Type
	Full Time 

	Location
	Fully Remote

	Schedule
	 ___ to ___ (US EST)

	
	Role Overview
We are looking for an experienced and meticulous Bookkeeper to join our team and manage the company’s financial records. In this role, you will oversee day-to-day bookkeeping tasks, including payroll processing, account reconciliations, and financial reporting. Your expertise will help maintain compliance with tax regulations, manage accounts payable and receivable, and provide critical analytical support to guide business decisions.
As a Bookkeeper, you will play a vital role in monitoring expenses, tracking payments, and ensuring the accuracy of financial statements. If you thrive in a fast-paced environment and have a keen eye for detail, this role is an excellent opportunity to contribute to the financial success of our organization.
In this role, you will: 
· Financial Accounting: Perform bookkeeping functions, including account reconciliations and preparation of financial statements.
· Payroll Processing: Accurately processes payroll for employees and ensures timely submission.
· Tax Compliance: Prepare and file required tax returns, such as sales tax and workers' compensation reconciliations.
· Transaction Processing: Review, process, and compile accounting transactions and financial documents.
· Accounts Receivable: Track receivables, issue late fees and notices, and coordinate with subsidy programs for payment.
· Cash Management: Deposit and record payments, including cash, manual, credit card, and electronic transactions.
· Record Keeping: Maintain up-to-date and accurate accounting records and financial documentation.
· Expense Management: Monitor company and property expenses, ensuring costs are allocated correctly.
· Accounts Payable: Process vendor invoices, manage purchase orders, and track payments to maintain accurate records.
· Financial Analysis: Perform monthly account reconciliations and provide analytical insights to support business operations.
· Vendor and Utility Management: Review and process vendor and utility bills, ensuring timely payments.
· Tax Planning and Compliance: Coordinate with CPAs for annual tax reporting and provide analytical support during tax preparation.
Essential Skills & Qualifications:
· Professional Experience: Proven experience as a Bookkeeper or in a similar financial role.
· Accounting Knowledge: Strong understanding of Generally Accepted Accounting Principles (GAAP).
· Technical Skills: Proficiency in QuickBooks, Microsoft Excel, and Google Workspace tools.
· Financial Analysis: Ability to build revenue models, and forecasts, and analyze financial data.
· Attention to Detail: High degree of accuracy in all financial tasks and recordkeeping.
· Communication Skills: Excellent verbal and written communication skills for interacting with stakeholders.
· Organizational Skills: Strong time management and multitasking abilities to handle multiple priorities.

Preferred Qualifications:
· Certifications: Bookkeeping or accounting certifications such as CPB (Certified Public Bookkeeper) or QuickBooks certification.
· Industry Knowledge: Familiarity with industry-specific accounting practices, particularly in real estate, property management, or other service-based industries.
· Advanced Technical Skills: Experience with additional accounting software or ERP systems.
· Regulatory Knowledge: Awareness of tax laws, accounting standards, and compliance requirements.
· Process Improvement: Demonstrated experience in optimizing accounting processes and workflows.

	Apply Now
	Email ____________@____________.com 
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