
C A R E E R  O P P O R T U N I T Y  

 

 
Vacancy: 

 

Senior Accounting Clerk 

 
Dept./Division/ 

Co-op: 
Member Accounting/Finance 

 
Wage Range: $15.99 - $18.81/hr    

 

 
Position Summary: 
 

Under the direction of the Department Manager, the incumbent will maintain, record and monitor accurate 

records in the processing of Quasar transactions by the Co-operatives and reconciliation of accounting records 

and general ledgers. The incumbent will also work as part of the support staff in the department in terms of 

financial statements preparation, reporting and other functions in the department.  

 

 
 Duties and Responsibilities:  
 

 Assist in the preparation of monthly financial statements 

 Assist in the preparation of monthly bank reconciliations for the Co-operatives 

 Daily reconciliations and monitoring of Co-operatives transactions in the POS system 

 File GST remittances with CRA 

 Attend to queries from the government agencies on Co-ops’ GST remittances, corporate taxes or 
Statistics Canada 

 Recognize potential errors and investigate 

 Reconcile and analyze relevant general ledger accounts  

 Prepare and/or provide assistance with historical financial information to management 

 Provide relevant accounting information using computerized spreadsheets 

 Prepare budget templates for the Co-operatives 

 Prepare journal entries if necessary 

 Recommend effective accounting practices and procedures 

 Provide accounting support to business unit staff  

 Provide back up to other department staff 

 Prepare various accounting or project reports that may be required 

 Maintain documentation and audit records as required 

 Assist the Co-operatives in implementing internal controls and proper procedures 

 Perform other duties as assigned 

 
Qualifications:  
 
 Minimum of 2 years accounting experience 

 Finished at least two years of accounting courses or related program  

 Experience with financial statement preparation would be an asset 

 Demonstrated knowledge and proficiency using Accounting programs such as Accpac 

 An intermediate level of computer literacy (the internet, MS Office Suite, web based applications and basic 
FTP) 

 Knowledge of Quasar (or other point of sale systems) would be an asset 

 Ability to identify, analyze and resolve day to day financial business problems 

 Ability to create, maintain, and modify complex spreadsheets 

 Experience in the preparation of bank and account reconciliation and journal entries 

 Strong attention to detail and a high degree of accuracy 

  Ability to maintain confidentiality with respect to information handled 



  Strong organizational skills with the ability to multi-task while effectively managing time and meeting             
deadlines  

 Maintain a close working relationship and provide information and support to the management and staff of 
all member Co-operatives as well as all departments and staff of Arctic Co-operatives Limited 

 Excellent communication skills, both written and oral 

 Ability to work independently, as well as a member of a team 

 Professional and positive attitude 

 Proven ability to work in a cross-cultural setting 

 Adaptable and flexible 

 Good attendance record 

 Proven commitment to personal growth and development 

 Ability to work within established deadlines 

 
 


