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LOCATION SECRETARY / BOOKKEEPER
Knoxville, IA
Job Responsibilities:

· Assist with customer service by answering phone and welcoming walk in customers.

· Assist with resolving customer concerns

· Responsible for all bookkeeping activities for the facility including billing and inventory.

· Will assist in reconciling inventory 

· Types correspondence as needed for location

· Will assist with taking physical inventory of office and location.

· Maintains all record keeping at the facility

· Responsible for cash controls / cash management for location

· Assist with the dispatch propane and petroleum 
· Responsible for the professional image of the office

Job Requirements

· Individual must have a minimum of a two year degree in a business related major and / or 5 years business office experience 

· High paced office experience requiring a high degree of business skills and customer service 

· Must have excellent experience multi tasking while working in an office 

· Demonstrate strong bookkeeping experience

· Must have excellent math and reconciliation (problem solving) skills

· Very good knowledge of Microsoft Office including Excel and Word.

· Experience learning complicated software
· Excellent written and verbal communications

· Experience with the public demonstrating excellent customer service

· Ability to work Saturdays on a flexible schedule

· Ability to work seasonal hours over 55 hours / week

Job Offers:

· Excellent benefits (Health, Dental, Vision, Life Insurance, Company funded Pension / Vacation & Uniform Allowance)
· Positive and challenging work environment with plenty of variety

· Stable work environment with excellent training and development
TO APPLY 
(515) 462-5362 rmeade@agrilandfs.com 



