Government of

as Northwest Territories
IDENTIFICATION
Department Position Title
Infrastructure Senior Accounting and Administrative Clerk
Position Number Community Division/Region
33-7740 Fort Smith Corporate
South Slave

PURPOSE OF THE POSITION

This position provides financial accounting, administrative support and advice for the South
Slave Region in areas of financial planning, budgeting, financial analysis, financial document
processing and assists in ensuring that all Financial Share Services (FSS) centres’
requirements are met, and performs other duties.

SCOPE

The South Slave Regional office is comprised of the following divisions: Corporate, Airports,
Highways, Facilities, Projects, and Road Licensing and Safety.

Reporting to the Senior Finance Officer, this position works with the Regional Manager of
Finance and Administration and Corporate Services headquarters (HQ) in providing
interpretation, guidance and assistance to Regional Managers and Staff relating to contracts,
financial administration and budgetary matters.

Located in Fort Smith the Senior Accounting and Administrative Clerk plays a key role in
preparing requisitions, tenders, contracts, purchase orders and other financial documents,
providing financial and administrative support in the areas of planning, development and
financial analysis of the fiscal budget. This position also assists in the administration of capital
budgets and third Party Funding Agreements and supports with the regular oversight of
major expenditure areas such as contracts and utilities.
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RESPONSIBILITIES

1. Monitors and provides expertise to Program Managers (PM’s) on development and
administration of all regional financial activities, contracts, tenders and purchasing.

Monitors and advises all interested parties of the up to date status of all contracts.
Verifies that payments made are correct, timely and conform to ordinances and
policies to prevent errors in payments and to ensure all final closeout procedures are
followed.

Prepares contract change orders as required and forwards to Procurement Shared
Services.

Maintains a record of all division contracts as required by the Finance and
Administration Manager and Corporate HQ.

Recommends changes to contracts and assisting with the writing of new contracts.
Maintains minutes and notes of meetings, and prepares them for distribution.

Assists with reviewing and verifying Contractor's activity reports and time cards,
reviewing Contractor's Progress Claim and making recommendations regarding
payment.

Prepares monthly revenue reports for the Fort Smith and Hay River Airport Manager in
order to facilitate revenue projections and effective monitoring of revenue accounts.
Monitors and types renewals of short term leases for taxi stands, vending machines etc.
for Airport Manager's approval.

Maintains spreadsheet for all leases and licenses to ensure all leases and licenses are
current and paid up to date and sends reminders to clients for payment.

Processes documentation to ensure continuous repetitive invoicing.

Ensures availability of accurate financial data for use in variance reporting.

Reconciles with financial reports and discusses variances with financial staff in Hay
River to reconcile any discrepancies and maintain accurate budget information and
tracking.

Assists Program Managers in preparing their monthly variance reports;

Prepares payment documents for invoices to contractors and suppliers and maintains
proper records of invoices by ensuring coding is correct and accurate; as per budget
allocations and proper signing authorities.

Prepares payment documents for invoices to contractors and suppliers and maintains
proper financial records.

Prepares and issues Accounts Receivable Vouchers.

Create Life Cycle Assessment (LCA) in System for Accountability and Management
(SAM) and dispatch the Purchase Order (PO).

Maintains office petty cash fund ensuring cash is handled in accordance with Financial
Administration Manual (FAM) directive and that cash is replenished regularly.

Collects and records (in accordance with departmental directives) payments on
accounts and initiating appropriate collection action when necessary.

Reviews invoices and progress payments by checking extensions to ensure accuracy
and that all required information is submitted for processing.

Provides accurate financial coding or supplier invoices to ensure they are charged
against the correct budget appropriation.
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e Responds to routine supplier inquiries on status of payments and provides general
advice to staff on routine financial processes.

e Maintains Visa logs and monitors expenditures of staff.

e Ensures smooth flow of documentation to/from the FSS.

e Responds to or redirects queries from FSS.

e Coordinates the review of payment document coding for accuracy and completeness
with Program Managers and staff before these documents are forwarded back to the
FSS for data entry in SAM.

e Prepares journal entry requests to correct items that may have been miscoded in SAM.

e Provides SAM reporting (holdbacks, budget/PO/project balances, and VISA
statements) to FSS as required.

e Supporting on-going training and orientation of regional staff on the Region's residual
responsibilities in supporting the financial processing requirements of the FSS (e.g.:
proper use of expenditure and revenue coding, how to properly fill out and approve
data entry documents, etc.).

2. Provides ongoing administrative, financial management and analysis support for
the Regions Capital and Operation and Maintenance budgets
¢ Analyzes monthly financial accounting system data and reports to ensure transactions
are consistent with financial regulations and established budgets/cash flow
projections, and are charged against the proper coding and department.

e Identifies irregularities, potential budget deficiencies, procedural errors and/or
significant variances from established budgets, budget projections, budgets/cash flows,
advising PM’s accordingly and recommends remedial action where required.

e Assists the Finance Officer with preparing Finance Department submissions to seek
approval of proposed budget adjustments.

e Consults with Program Managers to design and develop meaningful financial reports to
help in better analysis of operational outcomes and future needs.

3. Provides guidance, training and supervision on Financial and Administrative
Systems to ensure accuracy and consistency in recording, financial processing
and reporting information.

¢ Ensures conformity to government and departmental policies and procedures and
provides advice to staff in application of financial procedures and techniques.

e Assists the Finance Officer assigning and monitoring tasks when necessary and
provides guidance and training to staff to ensure accuracy and consistency in the
financial processing.

e Coordinates the preparation of all financial documents including commitments, cheque
requisitions, requisitions for supplies, requests for invoicing, and journal vouchers.

e Assists the Finance Officer coordinate VISA and credit cards by verifying purchases
against credit card logs and statements and ensures accounts are paid in an
expeditious manner and are properly accounted for.
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Coordinates the Year End process ensuring all financial procedures and requirements
for Year End Accruals, Prepaid, Deposits, Commitment Rollover, etc. are implemented
by the appropriate deadlines.

Assists in managing financial records in accordance with Government and Divisional
records management storage & disposal policies (ARCS and ORCS).

Prepares account reconciliations as required.

Handles inquiries and correspondence relating to all aspects of accounting operations.
Assists and trains other staff members in regards to duty travel documents;
periodically booking travel for staff members.

Supports the administration of telecommunications related matters.

Ensures smooth flow of documentation to/from the Financial and Employee Shared
Services Centre (FESSC).

Assists in responding to or redirecting queries from FESSC.

Reviews payment document coding for accuracy and completeness with regional
managers and staff before these documents are forwarded back to the FESSC for data
entry in System for Accountability and Management (SAM).

Assists with the preparation of journal entry requests to correct items that may have
been miscoded in SAM.

4. Performs other duties as assigned, including but not limited to duties such as:

Provides back-up office reception duties and road licensing and motor vehicle licensing
reception duties with booking appointments, monitor front office as required.

Receives electrical and boiler permit applications, prepares finance documents to send
to FESS, distributes documents to appropriate inspector.

Provides assistance to the Finance Officer by compiling financial forecast support
documentation, contract status reports, expenditure reports, third party contract
recoveries/revenue and estimates.

Conducts financial analysis and research projects including historical trend analysis,
cost/benefit analysis, and what-if scenarios.

Maintains the utility (electricity, heating fuels, etc.) tracking system.

Provides assistance to Managers on financial requirements of contract administration,
purchasing, budgeting, coding, and interpretation of SAM reports.

Provides on-the-job training on financial-related matters (e.g. procedures, reports and
systems) to Regional Managers and staff.

Provides assistance to departmental auditors and external consultants when required.
Assists with special projects as required.

Coordinates the proper storage, identification, labeling of records and appropriate
disposal practices are followed in accordance with policies and procedures.

Contacts and deals with the public and private individuals who may be affected by
maintenance activities, to maintain satisfactory community goodwill with the
department.

May be required to work with and train local contractors in filling out necessary
reporting documentation.

Ensures a revenue log from incoming mail is maintained.

Ensures that all office equipment is functional and ensures that problems with
equipment are quickly resolved.
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e Ensures that there is an adequate amount of office and other supplies on hand, and
routinely orders supplies to replenish inventory.

e Provides administrative support to other staff

¢ Maintains Occupational Health and Safety (OH&S) meeting minutes, incident/accident,
training, inspection and Worker’ Safety and Compensation Commission (WSCC)
reports and entry on behalf of Region to OH&S SharePoint Site.

WORKING CONDITIONS
Physical Demands

The majority of the time is spent in an office environment with opportunity to move around.
This position requires regular use of a personal computer to update or review ledger and
spreadsheets and to perform a variety of word processing activities, which can cause eye
strain and other physical discomforts. The position requires the lifting and carrying of freight,
parcels, mechanical parts and equipment on a regular basis of varying weight and size.

Environmental Conditions

There are no significant adverse environmental conditions related to this position.

Sensory Demands

Responsibilities require that the incumbent spend considerable time each day reviewing,
checking and preparing payment documents and spreadsheets which requires moderately
intense concentration, accuracy and attention to detail.

Mental Demands

This position requires the meeting of deadlines which can result in moderately stressful
situations. Stress can also occur in obtaining the cooperation of suppliers or department
personnel in providing documentation or information required to ensure compliance with
payment policies and procedures. The incumbent responds to telephone and walk-in
inquiries on a daily basis and must deal with the related work interruption. Inquiries may
involve dealing with supplier or airport customer complaints which may be difficult to resolve
or require referral.

KNOWLEDGE, SKILLS AND ABILITIES

e Knowledge of generally accepted accounting principles and financial reporting experience
in the application of financial acts and manuals to perform accounts receivable and
payable operations and to ensure compliance with GNWT Financial Acts, FAM and related
regulations, policies and procedures.

e Ability to apply mathematical skills in processing and reconciling invoice payments and
purchase orders and in maintaining up-to-date accounting and data files.

e (Good interpersonal and oral communication skills to deal with the general public, area and
regional staff, vendors and contractors; to respond to general inquiries, resolve routine
work problems, or to provide information and assistance regarding the status of
commitments and payments.

e Computer skills to operate software programs (word processing, spreadsheets, financial
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data bases and electronic mail) with experience in the application of accounting systems to
input data, maintain computer accounting records and spreadsheets.

e Knowledge of general offices practices and procedures to provide effective clerical and
administrative assistance in a variety of support areas.

Typically, the above qualifications would be attained by:
e Successful completion of Grade 12.

e Completion of coursework in accounting and computer applications.

e 1 yeardirectly related experience processing accounts payable and receivable documents
in a computerized environment.

e Valid class 5 driver's license required in order to pick up and deliver goods and supplies
and the ability to obtain an Airside Vehicle Operator's Permit and a Restricted Radio
Operator's Certificate.

ADDITIONAL REQUIREMENTS
Position Security (check one)

No criminal records check required
[] Position of Trust - criminal records check required
[] Highly sensitive position - requires verification of identity and a criminal records check

French Language (check one if applicable)

[] French required (must identify required level below)
Level required for this Designated Position is:
ORAL EXPRESSION AND COMPREHENSION
Basic (B) L  Intermediate (I) L] Advanced (A) UJ
READING COMPREHENSION:
Basic (B) 1 Intermediate (I) L1 Advanced (A) [
WRITING SKILLS:
Basic (B) L  Intermediate (I) L] Advanced (A) UJ
(1 French preferred

Indigenous Language: \Select Language|

[ Required
L] Preferred
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