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Bookkeeper / Accountant

The Bookkeeper or Accountant at a flower shop has the pleasure of overseeing a company’s financial data. They will manage account payable and receivables, payroll, and daily financial entries and reconciliations. They may also be asked to perform accounting tasks such as monthly financial reporting, general ledger entries, and record payments and adjustments.

Essential Job Responsibilities:
Record financial transactions and balance company books.
Bank reconciliation.
Prepare monthly financial reports. 
Manage accounts receivable.
Manage accounts payable.
Manage payroll.
Proficient understanding of bookkeeping software systems

Miscellaneous Skills:
Customer Service such as answering phones or waiting on customers during peak seasons.

Personality Traits:
Work Well to Deadlines - The floral business is a deadline-driven industry. Being able to complete work efficiently within a scheduled amount of time is essential.
Flexible Work Schedule - The floral industry revolves around holidays and life celebrations and requires all team members to work weekdays, weekends, and during peak holidays.
Attention to Detail - Being able to achieve thoroughness and accuracy in any given task, create organized records and maintain routines are all critical qualities for a floral shop Bookkeeper.
Multitasking Skills - Ability to manage multiple bookkeeping projects effectively, prioritize and organize projects, handle distractions that occur, and the ability to adapt to new responsibilities are important multitasking skills needed. 
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