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Security & Low Voltage - Bookkeeper
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for maintaining accurate financial records, processing invoices, and reconciling accounts to ensure the financial integrity of our security and low voltage operations. Plays a key role in supporting sound financial decision-making and compliance through diligent bookkeeping and record management.
2. Essential Duties and Responsibilities
1. Maintains comprehensive financial records specific to security and low voltage home service operations.
1. Reconciles monthly accounts and prepares detailed financial reports.
1. Processes and audits invoices and expense vouchers in a timely manner.
1. Coordinates with vendors and service providers to resolve discrepancies.
3. Key Tasks / Daily Activities
1. Record and manage day-to-day financial transactions with precision.
1. Process invoices and expense reports accurately and efficiently.
1. Conduct daily reconciliations of accounts to ensure timely financial closing.
1. Communicate with team members and external vendors regarding billing issues and resolutions.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: >98%.
1. Reconciliation Timeliness: 100% monthly account close compliance.
1. Vendor Discrepancy Resolution Rate: >95%.
1. Financial Records Audit Score: >90%.
5. Required Qualifications and Skills
1. Bachelor’s degree in Accounting, Finance, or related field, or equivalent practical experience.
1. 2+ years of bookkeeping experience, preferably in a related industry.
1. Proficiency in accounting software and Microsoft Office applications.
1. Excellent organizational, communication, and problem-solving skills.
6. Preferred Experience
1. Experience working in the security, low voltage, or home services industry.
1. Familiarity with industry-specific accounting standards and practices.
1. Prior exposure to a fast-paced, customer-focused environment.
1. Experience using QuickBooks or comparable accounting software.
7. Physical Requirements
1. Ability to sit for extended periods while working on a computer.
1. Light lifting capacity up to 10 pounds for occasional file management.
1. Ergonomic workspace conducive to extended desk work.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 9 AM - 5 PM.
1. Minimal travel requirements.
1. On-call support may be necessary during month-end or year-end financial closing periods.
1. Office-based environment that supports both independent and collaborative tasks.
9. Compensation and Benefits
1. Salary Range: $45,000 - $55,000 USD per annum.
1. Performance-based bonus opportunities.
1. Comprehensive Health, Dental, and Vision insurance packages.
1. 401k with company matching contributions.
1. Paid time off, holiday benefits, and additional fringe benefits.
10. Company Culture and Overview
1. A collaborative and growth-oriented work environment that values transparency and innovation.
1. Commitment to continuous professional development and career advancement.
1. Emphasis on delivering exceptional customer satisfaction and operational excellence.
1. Example: A workplace culture that fosters mentorship, values diverse perspectives, and encourages employees to achieve both personal and professional growth.
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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