JaMa Professional Cleaning 
PART-TIME BOOKKEEPER
 Hours: 1–2 days/month on-site, hybrid/remote otherwise
 About the Role
We are looking for a part-time Bookkeeper to assist with monthly accounting. Must be able to work on-site one day per month for reconciliations and document review.
Responsibilities
· Monthly reconciliations (bank accounts, credit cards).
· Enter and categorize expenses.
· Review payroll reports and flag discrepancies.
· Track receivables and alert owner to overdue invoices.
· Prepare P&L snapshots and simple financial reports.
· Maintain organized financial records.
Requirements
· On-site presence at least once per month.
· QuickBooks or similar software experience.
· Extremely detail-oriented and trustworthy.
· Small business bookkeeping experience preferred.
Schedule & Compensation
· Part-time, flexible hours.
· Competitive rate based on experience.

To Apply: Send your resume and cover letter to info@jamapro.com and call the office to schedule a phone screening 617.899.4389. 

 

