
CWS Security  2028 US Hwy 8 St Croix Falls, WI 54024    715-483-0083  

 

Accounts Receivable & Billing Coordinator 

This is a Monday-Friday, 8:00 AM – 4:30 PM, in-office position 

Position Summary 

Responsible for preparing and processing customer invoices, managing accounts receivable, 

handling collections, processing payments, reconciling company credit card statements, 

administering change orders, and providing excellent customer service regarding billing and account 

inquiries. 

Key Responsibilities 

• Create and distribute installation and service invoices for completed work  

• Manage accounts receivable aging and follow up on past due accounts  

• Answer customer billing and payment questions  

• Process project change orders and update billing records  

• Reconcile company credit card statements and receipts  

• Process customer credit card transactions  

• Maintain accurate customer account records  

• Prepare necessary monthly reports for management  

• Back up answering incoming calls and assisting customers with inquiries 

Preferred Qualifications 

• 2+ years of experience in accounts receivable, billing, bookkeeping, or accounting  
• Associate degree in Accounting, Business Administration, or a related field is a plus 
• Proficiency in Microsoft Office (Outlook, Excel, Word and Teams)  
• Experience processing credit card payments and reconciling accounts  
• Previous customer service experience with the ability to professionally handle billing questions 

and collections  
• Experience in the construction, service, or security industry is a plus  

Required Skills & Abilities 

• Excellent attention to detail and high level of accuracy  
• Strong organizational and time management skills with the ability to prioritize multiple tasks    
• Strong verbal and written communication skills  
• Ability to maintain confidentiality of financial and customer information  
• Strong problem-solving and analytical skills  
• Ability to work independently while contributing to a collaborative team environment  
• Dependable with a strong work ethic and positive attitude  

CWS Security offers competitive wages and benefits. We have a generous paid time off 
allowance, 401K retirement plan with company match as well as paid training. Hourly wage $24-
$30 for this position based on experience. 


