ALGONQUIN AND LAKESHORE CATHOLIC DISTRICT SCHOOL BOARD
Job Description

Position Title:

Budget and Accounting Officer

Reports To:

Supervisor of Accounting


SUMMARY:
Under the direction of the Supervisor of Accounting, the Budget and Accounting Officer will administer the invoice and accounts payable process for the Board.  The individual will provide accounting services for the Board’s charitable activities.  The incumbent will also be the key contact for schools for their accounting needs.  The Budget and Accounting Officer will play a key role in the implementation of new accounting processes for the Board, including EFT, EDI, purchasing cards and new accounting software.

SPECIFIC DUTIES AND RESPONSIBILITIES:
6. Provides Accounting Support to Schools and Departments:

· Trains, advises and provides solutions to staff on Accounting problems, procedures and management of funds;

· Frequent school visits;

· Encourages communication to maintain positive relation and representation of Board Administration and Accounting Department;

· Creates, maintains and distributes manuals;

· Software support includes both board-wide programs and school-based programs;

· Ensures compliance with Board procedures with respect to accounting in schools, including internal audit function as required.

2.
Administers Invoice and Accounts Payable Payment Processes for the Board:

· Processes Credit Card payments and Purchasing Card payments;

· Processes weekly cheque run;

· Processes weekly EFT payments;

· Inputs invoice batches during peak periods and high volumes; 

· Assists in developing innovative uses of technology to implement more efficient invoice/payment processes (i.e. vendor invoice interfaces, purchasing cards, EDI);

· Maintains excellent vendor relationships and overseas vendor statement reconciliations;

· Prepares monthly GST Rebate Claim;

· Monitors petty cash submissions for compliance with Board policy;

· Monitors and balances trade accounts payable and accrued liability accounts.

3.
Maintains General Ledger:

· Processes Budget Transfers;

· Add/Change/Delete General Ledger Accounts;

· Prepares/Processes journal entries as required;

· Prepares reports as required.

4.
Administers Charitable Trusts:

· Develops and implements computerized system to account for Charitable Trust revenues and expenditures;

· Works with Manager to develop and maintain procedures;

· Responsible for maintenance of accounting records and charitable receipt preparation;

· Responsible for completion of Annual Charitable Return and Board Financial Statement Schedules at year end;  

· Deals with external Auditor independently;

· Provides advice and communicates policies and procedures to schools;

· Provides accounting services to Charitable Foundation, as required.

5.
Provides Year End Support: 


· Prepares Year End Accounts Payable working papers and accruals;

· Prepares financial analysis;

· Using spreadsheet applications, prepares financial analysis for financial statements, budget and ad hoc reports, as required.
6.
Performs other related duties as assigned by the Manager, Financial Services and Supervisor of Accounting.

KNOWLEDGE GAINED BY FORMAL EDUCATION AND PREVIOUS TRAINING:
Formal Education

· Two - three years Community College, CGA Designation and/or equivalent work related experience.  

Training and Experience

· Between two and three years accounting experience in a computerized environment preferably with a School Board.

Required Skills

· Excellent communication skills;

· Must be able to perform under pressure and meet deadlines;

· Capable of accurate and detailed work;

· Strong accounting knowledge;

· Good knowledge of Revenue Canada Taxation legislation, Ministry of Education Specific Grant Guidelines and Municipal legislation;

· Computer literate, knowledge and experience in the use of word processing and spreadsheet programs in keeping with latest programs supplied by Board;

· Knowledge of in-house computer programs.
ORGANIZATIONAL RELATIONSHIPS:

Supervision of Daily Activities (Lead hand)

· Clerk, Accounting (2)

Work Assignments Received From

· Supervisor, Accounting

· Manager, Financial Services
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