Bookkeeper
A. Website Careers Page Template

Bookkeeper
<Company Name> | <Location>

<Company Name> is seeking a detail-oriented Bookkeeper to help maintain accurate
financial records and support the day-to-day financial health of the business.

This role is responsible for bookkeeping, reconciliations, accounts payable/receivable
support, reporting, and maintaining organized financial records. The ideal person is

dependable, accurate, discreet, and strong with follow-through.

The role rewards individuals who can work with quiet precision, protect financial accuracy,
and maintain consistency in the details others often overlook.

What you’ll do

¢ Maintain financial records and bookkeeping entries

e Support AP, AR, and reconciliations

e Help prepare reports and documentation

¢ Tracktransactions accurately and on time

e Support leadership with financial organization and consistency
What we’re looking for

e Bookkeeping experience

e Strong attention to detail and confidentiality

e Comfort with accounting software and spreadsheets

e Consistent, dependable work habits

<Insert flexibility, culture, software, and benefits.>
B. Linkedln Template

Bookkeeper | <Company Name> | <Location>

We’re hiring a Bookkeeper to help keep the financial side of <Company Name> organized,
accurate, and on track.

This is a strong fit for someone who is:



e detail-focused

e dependable

e oOrganized

o discreet

¢ confident with financial records and reconciliations

You’ll support the daily bookkeeping needs of the business and help maintain clean, timely
financial records.

<Insert company culture and schedule details.>

C. Indeed Template

Bookkeeper
<Company Name>
<Location>

<Company Name> is seeking a Bookkeeper to support daily bookkeeping and financial
recordkeeping.

Responsibilities

¢ Maintain bookkeeping records

e Assistwith accounts payable and receivable
e Reconcile accounts and transactions

¢ Prepare financial documentation and reports
e« Maintain organized and accurate records

Qualifications
¢ Bookkeeping experience required
e Strong attention to detail
¢ Experience with accounting software

¢ Ability to maintain confidentiality and accuracy

<Insert part-time/full-time details, benefits, and software requirements.>



