
 

 
 

 

JOB DESCRIPTION 
 

 

 

 

 

        

Job Title: 

Utilities Payable Clerk    

     

PRIMARY FUNCTION 

 

The primary purpose of this job is to process payments of suppliers invoices and utilities 

and maintain accurate accounts payable records. 

 

MAIN RESPONSIBILITIES 

 

1. Processes utility (Hydro, Water, Bell and Consumers Gas) bills to ensure prompt 

payment, by: 

 

- sorting invoices (Elementary & Secondary) and forwarding the Secondary bills to 

the General Accounts Clerk 

- checking to insure that location numbers on bills are correct and that the previous 

month’s payment had been received 

- contacting the utility company in cases of error or for clarification 

- batching the invoices, calculating totals and forwarding to Cheque Productions 

Clerk for input control (i.e. recording of totals), as required 

- utilizing the spreadsheet software (Symphony)←to prepare a breakdown of costs, 

e.g.: by location number, Bell long distance, regular charges, Bell installation, 

etc., as necessary 

- printing spreadsheet with totals, attaching invoices and forwarding to Cheque 

Productions Clerk 

- insuring that spreadsheet totals and vendor account are in agreement with the 

invoice 

- contacting schools, departments, etc. to obtain location number for clarification 

- preparing remittance stubs (account number, amounts paid, totals, utility 

company) for each batch of invoices 

- receiving approved utility payment cheques, attaching the coinciding remittance 

statement and forwarding for mailing. 

 

Salary Grade: 

4 

CUPE 1328 
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2. Reconciles vendor statements and verifies outstanding invoices and/or purchase 

orders by: 

 

- pulling copy of purchase order to determine whether payment was made, as 

required 

- liaising with vendors and/or school/location to determine status of shipment (i.e. 

duplicate shipment, or goods not received, etc.), as required 

- searching department files to determine if a cheque has been prepared, as required 

- forwarding reconciled invoice and purchase order to another accounting clerk for 

processing a manual cheque, as required. 

 

3. Processes Gasoline and Credit account charges, by: 

 

- maintaining a spreadsheet of all Gasoline Credit Carde users, e.g.: employee 

name, card number, location number, amount 

- modifying when there is a change in employee status, new cards issued, and/or 

cards are lost 

- re-issuing new cards by contacting the company and requesting a replacement 

card 

- assigning the new card to the employee and maintaining a record of the 

assignment 

- receiving Gas credit card charges and entering into the spreadsheet to prepare a 

total cost statement 

- preparing cheque requisition for the total TCDSB Visa charges, as per Budget 

Control, checking for accuracy and forwarding to Cheque Production Clerk for 

processing. 

 

4. Performs a variety of accounting duties, by: 

 

- receiving approved cheques, accessing the file of invoices and matching the 

invoice to the cheque 

- ensuring that cheque payee and amount are the same as in the invoice, informing 

Officer in case of discrepancy 

- recording serial number of the batch of cheques in the serial register book 

- recording on control sheet the nature of expenditures (i.e. Payroll or Revenue), 

and calculating totals for each 

- forwarding control sheet to Officer and cheques to Jr. Clerk, Accounting for 

mailing 

- preparing a spreadsheet of U.S. invoices and contacting the Credit Union for the 

daily U.S. currency exchange rate 

- inputting the appropriate formula into the computer to calculate the Canadian 

dollar amount 

- carrying cash and cheques to the Bank on a daily basis, depositing amounts and 

ensuring that the deposit book is stamped and initialled. 

 

5. Performs other duties as assigned or required. 
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SKILL 

 

• Secondary School Diploma or equivalent. 

• 1 – 2 years related experience. 

 

EFFORT 

 

• Complexity of the job is in utilizing appropriate spreadsheets with formulae to 

calculate invoice totals and ensure prompt payment charges. 

• Visual concentration when matching invoices and purchase orders.  Finger 

dexterity required when using calculator, record cards and filing.  Bending when 

filing (35% - 65%). 

 

RESPONSIBILITY 

 

• Independence of action in deciding when to contact schools/locations and in 

setting daily priorities.  Accountable for maintaining accurate files of invoices and 

remittance statements. 

• Improper payments could cause inconvenience to Board staff and loss of time to 

correct the error with the possibility of a vendor stopping delivery of goods. 

• Contacts with Board personnel in performance of duties and with vendors for the 

exchange of information. 

 

WORKING CONDITIONS 

 

• Open office concept environment.  Noise and food odor from cafeteria. 

• Pressure and stress from repeated calls/memos to school without response and 

from irate vendors calling about outstanding invoices. 
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