Posting # E23-191

b
COMMUNITY LIVING =

Toronto

JOB OPPORTUNITY

POSITION: ACCOUNTING CLERKII

REGION: Corporate

HOURS OF WORK: 37.5hoursperweek

Community Living Toronto, one of the largest agencies of its kind in North America, is a dynamic innovative organization
committed to a vision of promoting a welcoming community. As a leader in the field, Community Living Toronto offers supports
to over 6,000 individuals within an intellectual disability as well as support to their families, including residential and day support,
assistance with employment, community support, early childhood services and respite.

QUALIFICATIONS:

Collegediplomain accountingbusinessor relateddiscipline.Minimum of 2 - 3 years’relevantexperiencen a computerizeaffice
environmentProficiencywith Microsoft Excel, Word, andOutlook. Demonstratea@bility to accuratelycalculate post,correct,and
manageccountingdataandfinancialrecords Demonstrate@ccuracyandstrongattentionto detail. Flexible with demonstrated
ability to work independentlyaswell aswithin ateam.Strongcommunicatiorandinterpersonaskills. Strongdiplomatic,
negotiationandconflict resolutionskills in orderto handlelate paymentsanddelinquentaccountsExperiencewith People-soft
Accountinganasset.

JOB SUMMARY:

The AccountingClerkll is responsibldor handlingall outgoingpaymentswith the exceptionpayrollin accordancevith the policies
andguidelinessetby the Association Working underthe guidanceof the ManagerFinanceOperationsthis positionis responsible
for handlingclericalandaccountingdutiescoveringall day-to-dayfinancialaspectsincluding General_edgerposting,accounts
payableandaccountgeceivable.

REQUIREMENTS:

AccountsPayable

» Reviewsall invoicesfor appropriatalocumentatiomndapproval ensuringreceiptof goods properauthorizationandcorrect
accountcoding.

» Checksvendorstatementandrequestgor paymentandfollows up on missinginvoiceswith appropriatelepartmentensures
accuracyof all transactionandtimely remittances.

* Respondso all vendorinquiries,coordinatingwith vendorsregardingnvoicing andpaymentnquiriesandresolvingany
discrepancies.

« Batchesandinputsinvoicesto computerizedccountingsystemfor paymentpreparesnanualchequegor rushpaymentavhen
necessaryConductddetailedanalysisof travelexpenseaeportsandpetty cashreimbursementsjerifying for accuracyandrecording
entriesfor reimbursemengnsuregexpensearechargedo appropriateaccountanddepartments.

« Filesaccountpayabledocumentsncludinginvoices,purchaserders,andchequerequisitions.

AccountsReceivable

« Prepareslaily depositandotherelectronicfund transfersprocessesreditcardreceiptsandupdatesaccountreceivableecordsas
required Postscustomeipaymentgo sub-ledgeandassistin month-endclosure.

« Balancesaccountgeceivablesub-ledgersensuringall entriesandadjustmentarecorrectlymade.

* Followsup on delinquentaccountsaandNSF chequesinvestigatesindresolvedilling discrepanciesr misappliedransactions.
AdministrativeSupport

« Sortsanddistributesincomingmail twice perweek;Assiststhe Manager Finance Operationavith ad-hocassignmentasrequired.
< Maintainsfiles anddocumentatiotin accordancevith Associationpolicy andacceptedccountingoracticesAssistswith audit,
providingsupportasnecessary.

« Ensureghe strict confidentialityandprivacy of financialrecordsastheyrelateto the Associationjts customersstaff, andbusiness
partners.

» Servesashackup for SeniorAccountingClerk whenrequired.

Click APPLY and attach an up to date Cover Letter and Resume.
APPLY

PLEASE QUOTE JOB POSTING # IN THE SUBJECT LINE

When required, accommodations for disabilities will be provided, on request.
By submitting your application, you confirm that the information included is accurate and true. Misrepresentation or omission of facts in
connection with your application may be sufficient cause for dismissal.

We thank everyone for their interest in Community Living Toronto; however only applicants with the necessary qualifications, experience and education will be contacted for an
interview.
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	Qualifications: College diploma in accounting, business, or related discipline. Minimum of 2 - 3 years’ relevant experience in a computerized office environment. Proficiency with Microsoft Excel, Word, and Outlook. Demonstrated ability to accurately calculate, post, correct, and manage accounting data and financial records. Demonstrated accuracy and strong attention to detail. Flexible with demonstrated ability to work independently, as well as within a team. Strong communication and interpersonal skills. Strong diplomatic, negotiation, and conflict resolution skills in order to handle late payments and delinquent accounts. Experience with People-soft Accounting an asset. 
	Job Summary: The Accounting Clerk II is responsible for handling all outgoing payments with the exception payroll in accordance with the policies and guidelines set by the Association. Working under the guidance of  the Manager, Finance Operations, this position is responsible for handling clerical and accounting duties covering all day-to-day financial aspects, including General Ledger posting, accounts payable and accounts receivable.  
	Responsibilities: Accounts Payable
• Reviews all invoices for appropriate documentation and approval, ensuring receipt of goods, proper authorization, and correct account coding.
• Checks vendor statements and requests for payment and follows up on missing invoices with appropriate department; ensures accuracy of all transactions and timely remittances.
• Responds to all vendor inquiries, coordinating with vendors regarding invoicing and payment inquiries and resolving any discrepancies.
• Batches and inputs invoices to computerized accounting system for payment; prepares manual cheques for rush payments when necessary. Conducts detailed analysis of travel expense reports and petty cash reimbursements, verifying for accuracy and recording entries for reimbursement; ensures expenses are charged to appropriate accounts and departments.
• Files accounts payable documents including invoices, purchase orders, and cheque requisitions.
Accounts Receivable
• Prepares daily deposit and other electronic fund transfers; processes credit card receipts and updates account receivable records as required. Posts customer payments to sub-ledger and assists in month-end closure.
• Balances accounts receivable sub-ledgers, ensuring all entries and adjustments are correctly made.
• Follows up on delinquent accounts and NSF cheques; Investigates and resolves billing discrepancies or misapplied transactions.
Administrative Support
• Sorts and distributes incoming mail twice per week; Assists the Manager, Finance  Operations with ad-hoc assignments as required.
• Maintains files and documentation in accordance with Association policy and accepted accounting practices; Assists with audit, providing support as necessary.
• Ensures the strict confidentiality and privacy of financial records as they relate to the Association, its customers, staff, and business partners.
• Serves as back up for Senior Accounting Clerk when required.
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