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Pest Control - Commercial - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Provide accurate financial management and bookkeeping support for our Commercial Pest Control division to ensure timely processing of financial entries, account reconciliation, and invoice management. Contribute to the overall financial health of the company by maintaining precise records and ensuring compliance with industry standards and regulations.
2. Essential Duties and Responsibilities
1. Process daily financial entries and maintain accurate records of all financial transactions.
1. Reconcile bank statements and internal accounts on a regular basis.
1. Manage and issue invoices to commercial clients, ensuring timely payments and correct billing processes.
1. Collaborate with the Finance Manager to prepare monthly financial statements and reports.
3. Key Tasks / Daily Activities
1. Verify and post incoming financial data including vendor invoices and receipts.
1. Update and maintain ledger accounts to accurately reflect daily transactions.
1. Resolve discrepancies by coordinating with vendors and internal departments.
1. Assist in the preparation of financial documentation for audits and regulatory reviews.
4. Key Performance Indicators (KPIs)
1. Invoice Accuracy Rate: >98%.
1. Account Reconciliation Timeliness: 100% completion by month-end.
1. Payment Processing Speed: Invoices processed within 48 hours of receipt.
1. Financial Reporting Accuracy: 100% compliance with standard accounting principles.
5. Required Qualifications and Skills
1. Associate’s or Bachelor’s degree in Accounting, Finance, or a related field.
1. Minimum of 2 years of bookkeeping or finance experience.
1. Proficiency in accounting software and Microsoft Office Suite.
1. Strong attention to detail with excellent organizational and analytical skills.
6. Preferred Experience
1. Experience working within the home services or pest control industry.
1. Familiarity with QuickBooks, Sage, or similar accounting software.
1. Prior exposure to commercial client invoicing and billing cycles.
1. Demonstrated ability to work collaboratively in a fast-paced business environment.
7. Physical Requirements
1. Ability to work primarily at a desk for extended periods.
1. Occasional lifting of files or supplies up to 15 lbs.
1. Adequate vision and hearing to review financial documents and communicate with team members.
1. Comfortable using a computer workstation in a standard office setting.
8. Work Environment and Schedule
1. Standard office hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Minimal travel required for occasional training or team meetings.
1. On-call duties are rare and limited to critical financial reporting deadlines.
1. Work environment is quiet and structured to support focused financial management tasks.
9. Compensation and Benefits
1. Salary Range: $45,000 - $55,000 USD per annum.
1. Eligibility for performance-based bonuses and incentives.
1. Comprehensive Health, Dental, and Vision insurance.
1. 401(k) plan with company match opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on fostering a collaborative and innovative environment that values growth, reliability, and integrity.
1. We are committed to empowering our team members with the tools, support, and opportunities necessary to reach their full potential.
1. Our inclusive culture encourages open communication, continuous learning, and community involvement.
1. We celebrate successes together, and every individual’s effort contributes directly to our shared success and customer satisfaction.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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