
Com 

Accounts Receivable/Payable Clerk
(10-0286)

SUMMARY 
 
Provide accounts payable and accounts receivable support such as creating new customer accounts and maintaining existing 
ones, while assisting in the inter-company reconciliation and year-end audits. 
 
JOB RESPONSIBILITIES 
 
----    Create new customer accounts, new vendor accounts and maintain existing ones 
----    Maintain selling price database 
----    Issue debit and credit memos; issue cheques or wire transfers for payment 
----    Apply cash receipts 
----    Follow up delinquent account 
----    Provide expense analysis to managers 
----    Prepare period-end accrual entries 
----    Assist in the inter-company reconciliation 
----    Assist in year-end audits 
----    Any other task that will contribute to the success of the group 
 
QUALIFICATION REQUIREMENTS 
 
----    High School Diploma or College degree in Business Administration 
----    3-5 years related experience 
----    Good accounting knowledge and comfortable in working with massive numeric data 
----    Good interpersonal skills for dealing with internal and external customers and vendors 
----    Good computer skills, experience with SAP is an asset 
----    Excellent written and verbal skills in both French and English 
 

If you are interested in this position, please submit 
your application to Christiane Louette in Human 
Resources no later than March 22, 2010. 


