
 

 

 
 

 

JOB DESCRIPTION 
 

 

 

 

 

           

 

Job Title: 

Budget Disbursement Clerk          

              

 

PRIMARY FUNCTION 

 

The primary function of the job is to verify and ensure the budget codes are keeping with the Ministry’s 

Code of accounts.  Process Journal Entries and Budget Transfers and assist in answering general budget 

control related queries from schools/department. 

 

MAIN RESPONSIBILITIES 

 

1. Ensure budget coding is correct  and funds are available for cheque requisitions; purchase 

requisitions; WSIB payments  transportation billings; vendor’s invoices; petty cash vouchers 

before further processing by: 

 

- examining received documents for any discrepancies e.g. cost centre; G/L accounts; 

name; address, dollar value, authorization signatures 

- notifying and sending documents back to originators if further approval is required 

- checking if substantiated attachments of all documents are all originals 

- communicating with originators if there are discrepancies or missing supporting 

attachments 

- validating source of funds before posting 

 

2. Provide assistance to schools/departments in budget matters by: 

 

- giving Principals/Superintendents/Department Heads with any information they 

require regarding their current balances, and/or any discrepancies that may have 

occurred in their budget 

- assisting Principals/Superintendents/Departments Heads with unfamiliar transaction 

and suggesting possible solutions/procedures to correct improper entries 

Salary Grade: 

5 

CUPE 1328 
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- advising Principals/Secretaries about the procedure used for fund raising cheque 

requisition submissions (e.g. calculation of GST reduction/GST + PST – providing 

them the formulae) 

- giving direction on how to complete the requisition; how much the cheque should be 

made payable to the vendor and T.C.D.S.B. respectively 

- advising Principals/Superintendents/Department Heads the appropriate cost centre and 

G/L to use in various aspects as per Ministry Code of Accounts 

- advising Principals the procedures to follow on how to access their External Revenues 

or CSAC funds 

 

3. Carry out Journal Entries and Budget Transfers as requested by: 

 

- ascertaining the difference between Journal Voucher and Transfer entries 

- processing the corrections and reporting to the supervisor the course of action 

 

4. Maintain accurate records for all documentation such as: 

 

- Board subsidies to schools from Outdoor Education which entail appropriate charge 

- retain hard copies of Revenue received from CSAC and External sources and ensure 

supporting 

- documents of revenue received from CSAC and Outside Agency is consistent with 

expenditures 

  

5. Performing other duties as assigned or required. 

   

SKILL 

 

• Secondary School Diploma with accounting courses equivalent to 1 year post secondary, or 

equivalent 

• 1 – 2 years related experience  

 

EFFORT 

 

• Complexity of the job is in coding (i.e. mappings in accordance with MET New Code of 

Accounts - application of established procedures); Complexity in entering accurate data 

(various cost centers/fund centers) into two modules Funds Management and Controlling 

Accuracy. 

• Visual concentration when coding or utilizing terminal up to (65%). 

 

RESPONSIBILITY 

 

• Independence of action when determining discrepancies in billings and cheque requisitions (e.g. 

if the amount requested for payment/reimbursement is coincided with the supporting 

documents/receipts); Accountable for detecting coding errors. 

• Errors in coding could result in the delay of goods/funds to schools/departments; lengthy 

procedure to correct improper  transactions/Journal entry adjustment can be done.  Incorrect 
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cost centre charged could lead to misstated financial record/expenses being reported to incorrect 

cost center. 

• Errors could be detected by supervisors; auditors; cost centre budget gatekeeper 

• Contact with Board department/schools and vendors. 

  

WORKING CONDITIONS 

 

• Open concept office environment 

• Stress in constant interruptions from staff members seeking approval/coding of petty-cash 

vouchers; prioritizing the “urgency” of requests from other staff members. 
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