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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD/TJD #
	JD00429

	Pay Grade:
	5

	Title:
	Accounts Payable Clerk

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for the timely and accurate processing of accounts payable and financial transactions.  Requires knowledge and understanding of applicable accounting policies and procedures relevant to a revenue generating entity within the University.

	Purpose and Key Functions:
	· Match receiving documentation with vendor invoices to ensure cost and retail prices of all inventoried items are correct according to the purchase order.

· Work with buyers to resolve any invoicing discrepancies.  

· Enter payments to vendors into retail accounting software for upload to the University financial system to ensure timely payments of vendor invoices.

· Create and maintain vendors in the retail accounting software and initiate set up of vendors in the University’s accounts payable system.  

· Prepare cheque requisitions, expense reports, and journal entries for payment of non-inventoried goods. 

· Prepare invoices, claims, account statements, receipts, payroll authorizations, reimbursements, reports and other financial documents.

· Reconcile accounts and conduct analyses of financial data. 

· Write a variety of documents including correspondence to vendors regarding status of accounts.

· Provide information, consult, and liaise with account holders and clients regarding all aspects of accounts.

· Develop and maintain vendor relationships.

· Maintain vendor account information in the University's financial system.

· Handle inquiries and complaints from vendors regarding outstanding invoices and account problems. 

· Correspond with vendors to clarify receipt of merchandise.

· Provide backup documentation to support expenses during preparation of the annual budget. 

· Assemble cheques with backup documentation for vendors and Financial Services.

· Read accounting reports generated by Financial Services and cheque listing reports to monitor activity of vendor.

· Analyze and calculate prices, taxes, and discounts for goods received from vendors.

· Control access to department safes, and maintain the security of cash and other assets.

· Maintain financial accounting files, spreadsheets and databases. 

· Maintain filing systems, both electronic and hard copy.

· Transport boxes of coins within the office.

· Understand the process flow of various systems utilized by the department in order to answer customer inquiries in a timely and accurate fashion via email, by telephone and in person.

· Prepare merchandise for inventory and perform inventory tasks.

· Perform cashiering duties.

· Remain current on University policies, changes in tax legislation, and software upgrades.

	Requirements:
	· 2 year Community College diploma in Accounting or related field.

· Requires a minimum of 2 years of relevant experience.

	Assets:
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	Additional Information:
	     


