ALGONQUIN AND LAKESHORE CATHOLIC DISTRICT SCHOOL BOARD
Job Description – DRAFT March 2018
Position Title:

Finance/Accounting Technician 
Reports To:

Finance Supervisor – Accounting Services

SUMMARY:
The Finance/Accounting Technician supports the Financial Services department in all functional elements of the financial services area, including the processing of accounts receivable, accounts payable, general ledger entry and analysis and procurement processes. The position supports the accuracy in enrolment and property tax assessment information for various financial and budgeting purposes. The position prepares and processes account transactions in a manner that respects key department timelines while ensuring accuracy and compliance with the Board policies, procedures and internal controls. The Finance/Accounting Technician  provides customer supports and provides training to schools, departments and vendors concerning finance issues. The position supports the reception process for the Board Office. 
SPECIFIC DUTIES AND RESPONSIBILITIES:
1. Process a high volume of board payments to vendors using sophisticated computer applications (K212 Finance). Compile, analyze, and format various electronic invoice summaries, using MS Excel, for upload into the financial system. Responsible for verifying the accuracy and completeness of information provided, account codes and appropriate authorization for all entries.
2. Process and prepare accounts receivable transactions including preparing invoices for the board, yearend tracking and follow up of outstanding receipts.

3. Process journal entries, journal vouchers, budget transfers and other related adjustments to the finance system.

4. Verify and process requisitions and purchase orders in the finance system. Ensure (where applicable) that board vendors of record are used for purchasing of supplies and services; appropriate levels of authorization for the purchase are obtained; purchase is coded to the appropriate account code; and sufficient budget is available. Expedite delivery of goods for all outstanding orders through contact with vendors in case of discrepancies between purchase orders and goods received. 

5. Utilizing Ministry ONSIS and EFIS applications, summarize and review monthly and annual enrolment information for the board to ensure data is accurate and complete for financial purposes and prepared according to ministry regulations and standards. Verify school support designation and facilitate redirection and completion of assessment leases where appropriate.
6. Prepare financial reports and analysis in the financial system or spreadsheet application that may include large volumes of data, for review and approval by the Financial Supervisor or designate, to support the accuracy and completeness of account transactions, reconciliations and adjustments.

7. Complete necessary accounting related to Board Trust Accounting, including numerous charitable  and employee self-funded leave (SFL) trust accounts. Processes charitable trust transactions that comply with CRA regulations, including collection, disbursement, charitable receipt and year end T2200 for scholarship and bursary disbursements.  SFL accounts are analyzed, reconciled and interest allocations processed on a periodic basis.
8. Respond to queries from schools, departments, staff; vendors and outside agencies to facilitate information sharing and problem resolution. Support system end users by facilitating training and education programs to transfer knowledge of finance applications, functions and processes.
9. Financial system power user support role. Monitors financial systems functionality and identifies any system variances and irregularities. Initiates support requests as required. Tests system upgrades and enhancements to ensure system functionality is optimized.
10. Perform reception duties to a highly professional standard, handling inquires and directing all calls or visitors to appropriate staff members in a pleasant and courteous manner.

11. Other finance related projects and/or responsibilities, as required.

KNOWLEDGE GAINED BY FORMAL EDUCATION AND PREVIOUS TRAINING

· University or College education in Business Administration, Accounting or Commerce.
· Three or more years related work experience in a computerized accounting department, preferably with a medium to large public sector organization.
· Demonstrated understanding of accounting and expense classifications; chart of accounts; account coding, accruals and month and year-end procedures within a large and complex chart of accounts; and audit processes.
· Knowledge and understanding of Public Sector Accounting Board Standards (PSAB), Canada Revenue Agency (CRA) regulations pertaining to Harmonized Sales Tax (HST) and trust accounting.
· Demonstrated organizational, mathematical, analytical and problem solving skills

· Ability to compile and analyze accounting data for processing and reporting;

· Demonstrated skills and proficient utilization of MS Office (in particular Excel and Word), working knowledge of computerized accounting systems and database query applications;

· Ability to work successfully in a team environment and independently;

· Excellent written, verbal, interpersonal and collaborative skills;

· Demonstrated ability to maintain confidentiality;

· Strong commitment to ensuring deadlines are maintained and achieved

ORGANIZATIONAL RELATIONSHIPS:

Positions Supervised:
Nil

Work Assignments Received From:





Budget and Accounting Officer; Financial Officer; Supervisor, Accounting Services; Manager, Financial Services

Drafted: 
March 2018
Approved: 
____________________
