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Saskatoon School Division No. 13


P O S I T I O N   D E S C R I P T I O N
Position:
ACCOUNTING TECHNICIAN
Immediate Supervisor:
FINANCIAL SERVICES MANAGER 
Core Function:

The Accounting Technician performs specific accounting functions related to accounts payable, accounts receivable, invoicing, preparation or financial statements and banking.

Duties and Responsibilities:
1. Supports the accounts payable system including:  managing supplier invoices, obtaining authorizations for payment and processing of payments.

2. Supports the revenues, receivables and receipts finance stream including: management of the revenue systems; proper identification and allocation of all incoming revenues; ongoing maintenance of accounts receivable including collection on overdue accounts.
3. Operates and maintains software systems within the department.

4. Analyzes all types of financial data, identifying report discrepancies and correcting errors contained in the reports.

5. Reconciles financial information and develops reports and working documents used for control purposes.

6. Provides support to financial statement users on a variety of accounting matters.  
7. Prepares and processes journal entries for the accounting system.

8. Manages and resolves, with suppliers, payment complaints.

9. Assists in trouble-shooting with custom designed software programs used in the organization to generate data.
10. Completes and files forms required by legislative authorities.

11. Assists in the preparation of year-end financial statements and support documents.

12. Performs such other duties as may be required to meet organizational needs and objectives as assigned.
Qualifications:
1. Grade 12 plus the successful completion of a one-year business program with a major in accounting.

2. Experience in an automated business environment with intermediate knowledge in Microsoft Office applications, databases, and financial software applications.
3. Knowledge of accounting reports, accounting procedures and administrative procedures.

4. Self-starter, possessing strong organizational, analytical, and problem-solving skills.

5. Strong communication and interpersonal skills are essential.

May 2014
