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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #:
	JD00175

	Pay Grade:
	5

	Title:
	Accounts Receivable Clerk

	Unit/Project Description:

For Department use only.
	 

	Job Summary:
	Responsible for processing, recording, balancing, and reconciling a variety of accounts receivable transactions. Requires knowledge and understanding of applicable University policies and procedures.

	Purpose and Key Functions:
	· Calculate, prepare and issue a variety of financial documents including, but not limited to, invoices, cheques, bursaries, tuition assistance, and account statements.

· Complete financial forms including, but not limited to, journal entries, cheque requisitions, balance sheets, tax forms, daily deposits, tuition assistance, and bursary.

· Prepare and balance daily cash deposits.

· Reconcile various accounts by identifying and analyzing errors in postings and transaction omissions.

· Process credit and debit memos.

· Monitor and reconcile accounts and collect outstanding debts owed.

· Write a variety of documents including, but not limited to, correspondence, email, and meeting minutes.

· Enter data and generate reports using existing accounting software systems.

· Update and maintain information in a variety of databases and spreadsheets.

· Create spreadsheets to enter, track, and retrieve data.

· Review student accounts for validity of records, fees, payments and other charges, and process applicable refunds.

· Liaise with the bank reconciliation department to resolve accounts receivable issues.

· Receive, identify, investigate, and resolve a variety of internal and external inquiries concerning status of accounts.

· Distribute petty cash and balance floats for departments.

· Calculate interest and exchange rates.

· Set up and maintain filing systems, both electronic and hard copy.

· Respond independently to inquiries that are specific in nature and require knowledge of established departmental policies and procedures.

· Transcribe meeting minutes, and distribute minutes to team members.

· Handle challenging situations involving individuals upset with University financial policies.

	Supervision:
	Provide direction to others in how to carry out work tasks.

	Requirements:
	2 year Community College diploma in Office Administration, Accounting, or related field of study.

Requires 2 years of relevant experience.

	Assets:

For Department use only.
	     

	Additional Information:

For Department use only.
	


