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BOARD OF EDUCATION


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:
SR. ACCOUNTING COORDINATOR
Immediate Supervisor:
FINANCIAL SERVICES MANAGER 
Core Function:
The Sr. Accounting Coordinator supports the Financial Services Manager in administering the financial systems for the school division.  The Sr. Accounting Coordinator perform a wide variety of high-level accounting, technological and problem-solving tasks.  Work is performed in a dynamic, high-volume office, often balancing competing deadlines and multiple tasks.
Duties and Responsibilities:
1. Develops communications for financial services that are circulated to employees throughout the organization.  Researches, develops, drafts and maintains a number of varied financial services communications including: administration policies, comprehensive manuals and user guides, circulars and updates.

2. Reviews organizational contracts to assess financial impact and implications.

3. Responsible for gathering data; analyzing statements; identifying and correcting errors, and preparing segmental financial statements for the school division.

4. Creates and maintains financial reports circulated to all users throughout the organization using custom report writing software.  

5. Researches and addresses compliance issues with GST, PST, CRA payroll and liquor and gaming.

6. Supervisory responsibilities of Accounting Clerk IIIs within the department.

7. Responsible for the research, planning, implementation, delivery, assessment and maintenance of financial system projects.

8. Manage and maintain all aspects of software and hardware associated with one of the following financial systems: 

a. The revenues system. This involves preparing and processing invoices, credit notes, cash receipts, balancing customer accounts, identifying and correcting inaccurate date and collection of over due receivables.

b. The payables system.  This involves processing payments, managing many different data interfaces, organizing and generating cheques runs, electronic submission of payments and managing supplier complaints.

c.  The school fund accounting.  This involves setting up and maintaining automated accounting programs in forty-three elementary schools and ten collegiates.  The delivery of the program will range from on-site application to central office processing.
9. Provide training, field inquiries and on-line support to all users. 

10. Manage the security and rights of user access to the financial systems.

11. Provide back up support for cash flow management services. 

12. Provides proper identification and allocation of grant revenues for the school division.  

13. Performs the major bank account reconciliation for the organization.

14. Ensures adherence to administration policies by all stakeholders.

15. Performs other related duties as assigned
Qualifications:

1. Grade 12 or equivalent;

2. Successful completion of level three of a recognized professional accounting program (e.g. CMA or CGA) and three years’ related experience or a diploma from a two-year accounting program at a recognized technical institute plus three years’ related experience;
3. Experience in an automated business environment with practical knowledge of databases, spreadsheets, financial software application and word processing software application.
4. Self-starter possessing strong organizational, analytical, problem-solving and communication skills
5. A strong knowledge and understanding of all components of financial accounting.
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