
   
 
              
 
 
 
 

POSITION DESCRIPTION 
 
Position Title:  BOOKKEEPER 
 
Reports To:  Area Manager or Head Bookkeeper 
 
Responsibilities: 
 
 
Each position's major objective is to perform responsibilities in accordance with the Company’s Corporate 
Values & Mission Statement:  
 
 “SERVICE to our customers, employees, communities, and shareholders is the reason our businesses 
exist.  In this service we deeply value:      HONESTY, EXCELLENCE & CONTINUOUS 
IMPROVEMENT.    We commit to work together fairly and safely, holding these values for the common 
good.”         
 
 Major Responsibilities:  
 
1. Ensures that all required bookkeeping functions of the area office are completed in an accurate, 

timely and neat orderly manner.  
 
2. Perform accounting function for the area, including billing, cash receipts, payables processing and 

maintaining the banking function.     
 
3. Communicate with the corporate office and other areas on accounting and personnel related 

matters.    
 
4. Understands and complies with Company policies and procedures and all government regulations 

pertaining to the position.   
 
5. Accurately and thoroughly processes all requirements for new and existing employees.  

 
 

 
Specific Duties: 

 
1. Receive and process tickets for credit sales.  
 
2. Receive and process tickets for cash sales.   
 
3. Post cash receipts for credit and cash sales to accounts receivable accounts. 
 
4. Code and pay all supplier invoices in a timely manner. 
 
5. Maintain material haul clearing accounts and resolve problems in a timely manner. 
 
6. Receive cash and checks and prepare daily bank deposits for payments received and deposits into 

a local financial institution.  
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7. Complete customer and vendor add forms and sends to Corporate Office as needed.  
 
8. Maintain the petty cash account including making payments, retaining receipts and requesting 

reimbursement in a timely manner. 
 
9. Input inventory counts and generate inventory reports on a monthly basis.    
 
10. Prepare a daily report of cubic yards of concrete sold and send to the Corporate office. 
 
11. Receive monthly sales tax reports, prepare sales tax worksheets for each plant, and file sales tax 

reports in a timely manner. 
 
12. Retain important financial related documents for the Area.  These include tax, vehicle, equipment, 

etc. 
 
13. Oversee the preparation of payroll time records for the weekly payroll run.  This includes 

verifying data entered is correct and reviewing the payroll records prior to distribution of payroll 
checks. 

 
14. Distribute mailouts to employees.  
   
15. Review or assist in reviewing the New Hire Packet with newly hired employees by ensuring all 

pertinent forms have been properly completed.   
 
16. Conduct or assist in conducting the New Employee Orientation Program for all newly hired 

employees.  
 
17. Other duties or special projects as assigned by management. 
 
 
NOTE: The same individual will not perform duties #3 and #6 where there is more than one bookkeeper at 
a location.  These duties will be divided between the two.  Where there is only one bookkeeper at a 
location, someone other than the bookkeeper must receive cash and prepare an accounting of the funds 
received.  
 


