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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD/TJD #
	JD00717

	Pay Grade:
	6

	Title:
	Accounts Payable Associate, Document Control

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for applying specialized knowledge and understanding of financial policies and procedures to coordinate and process financial transaction disbursements. Ensures accurate and timely retention of all supporting documentation. Analyzes, records, classifies, and summarizes accounts payable data according to established procedures. Ensures accuracy and compliance with existing guidelines, policies, and procedures.

	Purpose and Key Functions:
	· Match, verify, distribute and file daily and weekly cheque disbursements.

· Ensure timely accurate distribution of payments to vendors and non-vendors.

· Receive, verify, process and approve for payment various documents such as invoices, cheque requisitions, expense reports, accountable advances, petty cash, drafts and wires, systems contracts, credit card reconciliation, debit memos, electronic fund transfers, and deposits.

· Process and keypunch for upload to the general ledger manual cheques, cancelled cheques, stop payments, flags, and general account opening (GAO).

· Coordinate searches and assist with internal and external audits and respond to auditor inquiries.

· Maintain all appropriate documentation supporting accounts payable and vendor payments in an organized and orderly manner to support tax, audit, and any other statutory requirements.

· Verify that transactions comply with University policies and procedures and other legislated or regulatory expectations.

· Assist with internal and external audits and respond to auditor inquiries.

· Exercise appropriate internal controls.

· Analyze requests for payment and reimbursement and assess for reasonableness.

· Interpret and communicate applicable financial policies, procedures and guidelines to others.

· Investigate discrepancies and errors using established procedures and correct same.

· Update, maintain, search and verify information in a variety of databases.

· Apply standard mathematical skills such as calculations, formulas, and equations to perform a variety of calculations.

· Receives, researches and resolves a variety of internal and external inquiries via telephone, email, and in person that are specific in nature and require a specialized knowledge of relevant policies and procedures and regulatory and legislated requirements.

· Provide back up support in the reconciliation of accounts and daily transaction balancing.

· Perform year-end processes in accordance with established guidelines.

· Purge daily and weekly files for transport to storage.

· Review incoming invoices and requests for payment, validate date goods received or services delivered. 

· Sort and distribute incoming mail.

	Requirements:
	2 year Community College diploma in Accounting or a related field of study.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


