
WE'RE
HIRING

Since 1985, we have been proudly serving homeowners and businesses in Western Montana. Attracting the best talent to
Garden City Plumbing & Heating is a priority for us to serve our clients, to achieve our company goals, and to continue
the legacy of quality our customers have come to expect. If you are looking to be challenged, to grow professionally, and
to work for a company that appreciates what you bring to the team, then we would love to meet you!

JOIN THE GARDEN CITY TEAM!

"Your talents are unique. At Garden
City, our goal is to provide you with
the opportunity and resources to
utilize your gifts and maximize your
potential."

-Bill Schaff, President

Accounting Assistant
Take your career to the next level, as an Accounting Assistant at Garden City Plumbing & Heating!

In exchange for your experience and professionalism, we will provide you with:
Great pay! 

401K with company match

Company Paid Life Insurance

Medical, dental, vision, supplemental life, and disability insurance options

HSA with company match

Paid Holidays

PTO

Work with a team that puts employee and customer satisfaction first

Interested in learning more? Apply Today!
www.gardencityplumbing.com/careers

Requirements:
Construction accounting experience preferred by not required

Proficient to advanced knowledge of Microsoft Office Applications, including Excel

Excellent verbal and written communication skills

Strong attention to detail and accuracy

Ability to work independently on assigned duties

Demonstrate an ability to manage a variety of priorities while meeting deadlines
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Accounting Assistant
Take your career to the next level, as an Accounting Assistant at Garden City Plumbing & Heating!

Responsibilities
include:

Maintain customer files, address changes and phone numbers

Perform daily deposits

Reconcile customers with discrepancies

Calculate finance charges

Print, verify and mail monthly statements

Filing and reconcile MGRT forms

Credit card reconciliations

Contact customers with overdue balances when necessary

Contact subs regarding lien releases, retainage and payment status

Accounts Receivable Administrator

Code, allocate and enter A/P invoices

Enter and send capitalized invoice items to CPA Firm

Enter new vendors and maintain current vendors information

Reconciling vendor statements

Filing of invoices in vendor files

Attain completed W-9 forms and update vendors

Obtain Certificate of Insurance and Workers Comp from vendors

Prepare 1099 forms for yearend filings

Credit card management: Record and reconcile purchases

Add, remove and make changes to fuel cards. Allocate expenses and enter invoice

Print and mail A/P checks

Accounts Payable Administrator
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Take your career to the next level, as an Accounting Assistant at Garden City Plumbing & Heating!

Responsibilities
continued:

Assist with answering phone lines when necessary

Transfer funds to postage machine

New vehicle title and vehicle renewal processing

Update monthly margin review spreadsheets

Update and send miscellaneous reports requested by Controller

Other duties may be assigned after hire 

Assorted Office Duties

Starting pay for this position will be $15.00 - $25.00 DOE.



At Garden City, we are so confident in our reputation and dedication to our employees, we
are willing to put it up against anybody! Below we have gathered feedback from our current
team members that highlight what they like most about working at Garden City. 

Go ahead. Compare us to your current employer. 
Feel like your current situation doesn't compare? Give us a call today!

DARE TO COMPARE

What people make

Full Insurance Benefits Available: Medical, Dental, and Vision.

Company supplied Life Insurance.

Short Term & Long Term Disability Policies Available.

We don't layoff during slower periods.

Health Savings Account contribution match.

401K with company match

PTO and Holiday Pay

Adhere to the company’s plan for resolving customer
complaints quickly and favorably. 

Maintain a clean, organized job site and well inventoried truck.

Participate actively in all training exercises; attend installation
team, department and company-wide meetings, and technical
vendor training.

Train and mentor co-workers to ensure on-time, high quality
installations.

Must have knowledge of hazardous chemicals and be aware of
the basic ways to detect them.

Be accurate and timely with invoices, time cards, and project
change orders.

Adhere to the company’s plan for resolving customer
complaints quickly and favorably. 

Maintain a clean, organized job site and well inventoried truck.

Participate actively in all training exercises; attend installation
team, department and company-wide meetings, and technical
vendor training.

Train and mentor co-workers to ensure on-time, high quality
installations.

 

 


