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Senior Accounts Receivable Clerk - SU-P-17-31 
 

Requisition #    SU-P-17-31 

Job Title    Senior Accounts Receivable Clerk 

Employee Group   Support Staff 

Job Type    Appendix D 

Organizational Unit   Confederation College -> Accounting 

Location    Thunder Bay Campus - Thunder Bay, ON CA (Primary) 

Position Reports to   Supervisor, Accounting Services 

 

In accordance with Confederation College’s core values of respect, caring and openness we are committed to providing 
our current and future employees with a workplace that is safe, healthy and fair. As such we are fragrance free, fully 
accessible and encourage applications from all qualified applicants. Applicants requiring accommodation during the 
interview process should contact Human Resources Services at (807) 475-6148 to make appropriate arrangements. 

 

Job Description 

This position is responsible for maintenance/oversight of the accurate and timely processing of 
Accounts Receivable (A/R) transactions to ensure the accuracy of all accounts receivable records. 
Duties include but are not limited to: 

 Ensuring the integrity of A/R, determining any necessary account corrections, conducting 
monthly review and reconciliation of A/R activity to the student system and general ledger; 

 Resolving issues with customers regarding amounts owed and consulting with departments 
regarding collections and bad debts; 

 Coordinating the issue of statements to student and non-student customers; 

 Conducting reviews of the A/R processes and making recommendations to the manager; 

 Processing other payments and transactions including:  OSAP, web payments, pre-authorized 
payments, awards/bursaries, WSIB billings/payments, sponsorship payments and the weekly 
cheque run; 

 Performing backup cashiering duties; 

 Overseeing the charges, payments and collections of all sponsoring agencies, ensuring Third 
Party Contracts are reflected in the system and payments correctly applied against individual 
invoices, and that accounts are not overdue; 

 Works closely with sponsoring agencies to ensure account balances reflected in the FIS agree 
to information in the agency’s records; 

 Creating/maintaining detail codes in Banner, ensuring codes are reflective of T2202A 
rules/regulations and assigned to the correct GL code; 

 Annually updating ancillary fees in College FIS and ensuring correct allocations of applicable 
fees; 

 Ensuring accurate and timely processing of pre-authorized payments, processing 
transactions within the online banking platform, and the corresponding posting within 
College FIS; and 

 Overseeing coordination of the T2202A tax certificate generation with I.T., 
validating/auditing/amending information as required, and resolving inquiries. 

 

Job Requirements 

 Three year degree or diploma in Accounting , or extensive experience with computerized 
accounting systems coupled with courses in Introductory Accounting, Fundamental 
Accounting Principles, Computerized Accounting, Financial Accounting 1 and 2; 

 Minimum of three years related experience working with large computerized accounting 
systems, with focus on Accounts Receivable; 

 Strong interpersonal and customer service skills, including tact and diplomacy; 

 Ability to work independently as well as part of a team; 

 Strong time management and organizational skills to deal with multiple/conflicting priorities; 

 Demonstrated ability to reconcile and problem solve complex accounts; and 

 Ability to maintain strict confidentiality. 

 

The successful candidate will be required to provide a Police Check prior to commencement of employment. 
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Salary Range    Payband G: $28.29 to $32.79 

Shift Type    8:30am - 4:30pm 

Other Shift Type (if applicable) 

Hours of Work    35 per week 

Contract Duration (if applicable) 6 months 

Category    Finance/Budget/Accounting 

Application Deadline   12/10/2017 

http://www.confederationcollege.ca/hr

