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JOB DESCRIPTION

Salary Grade:
4
CUPE 1328

Job Title:
Accounting/Filing Clerk

PRIMARY FUNCTION

The primary purpose of this job is to distribute processed cheques; prepare daily bank
deposits after balancing daily cash receipts; match invoices with appropriate purchase
orders in preparation of payment and reception duty for Accounting.

MAIN RESPONSIBILITIES
1. Distribute processed cheques by performing duties such as:

- cross-checking and verifying the cheques received with backup documents
(e.g. invoices)

- releasing cheques over $10,000.00 after proposed approval and contact
vendor for pickup

- checking for special instructions on the cheque requisitions and forward
them to appropriate personnel

- maintaining written record of the date, name of vendor, cheque number
and signature of receiving party

2. Prepare daily bank deposit by performing duties such as:

- checking that cheques are signed, staledated and currency

- checking balances to receipts

- inputting the cheque amount into S.A.P.

- stamping all cheques to deposit to the credit of T.C.D.S.B. daily
- printing out the statement sheet for deposit

3. Receive and prepare invoices for processing by appropriate Accounts Payable
Clerk by performing duties such as:

- receiving and sorting incoming invoices (in alpha order)
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Accounting Filing Clerk

- tracking and keeping on file any invoices without a corresponding
purchase order

- contacting schools/departments for missing purchase orders as required

- returning invoice to vendor for correction with standard covering letter as
required

- receiving vendor statements and checking if invoice in question has been
processed

- forwarding invoice and pertinent information to appropriate clerk for
action

Maintain accurate filing system for all payable documentation by performing
duties such as:

- creating separate files for invoices, cheque requisitions, legal fees, utilities
and credit invoices

- filing all paid invoices with pertinent information attached and cheque
requisitions in numeric sequence

Perform other clerical duties such as:

- attending the reception counter in Accounting Department

- opening and distributing mail

- assisting the Accounts Payable Clerk as requested

- following up returned cheques by finding correct address or redirect cheques
to Accounting Department for correction/cancellation

- retrieving and re-filing documents from the filing system for archives, auditors
etc.

- keeping the vault in order and tidy

Perform any other duties as required or requested.

SKILL

Secondary School Diploma or equivalent
6 — 12 months related experience

EFFORT

Complexity in ensuring information for financial records is accurate such as
balancing daily cash receipts (receipts matched with cheques) for the preparation
of bank deposit daily; preparing invoices for process of payment. Locating backup
documents to outgoing cheque; Retrieving missing documents.

Visual concentration is required for cross-checking of documents/use of computer
and physical exertion when tidying up the vault.



Accounting Filing Clerk

RESPONSIBILITY

¢ Independence of prioritizing job tasks to ensure even flow of cheque releases,
daily bank deposits and prompt preparation of invoices for payment

¢ Imbalanced bank deposit result in loss of interest/revenue; Cheques not properly
checked/addressed result in loss of time and frustrated clients (e.g. employees,
vendors); Misfiling of documents result in delay in payment/audit process

e Contacts with staff and vendors for exchange of information

WORKING CONDITIONS

e Open office concept environment Noise and odour from the cafeteria

e Pressure and stress from ensuring the accuracy of the outgoing cheques; releasing
the cheques in a timely manner; interruptions from people (within or outside the
Board) for being the receptionist of the Accounting Department (first level of
response to inquiries)
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