
 
 
 
 

 

 

 

Jun ior  Accountant  

J o b  D e sc r i p t i on  

The Junior Accountant will contribute to the efficient and effective workings of the finance department by executing daily tasks with a 
strong attention to detail. This role will utilize strong accounting knowledge, time management skills and effective problem solving to 
ensure success. 

 

S p e c i f i c  Du t i es  a n d  Re s p o ns i b i l i t i e s  

• Accounts Payable, includes processing invoices, following up with vendors and resolving discrepancies in a timely manner. 

Vendor maintenance in SAP. 

• Accounts Receivable, including processing payments, producing statement of accounts, collections on overdue accounts and 

account reconciliation when required. Customer maintenance in SAP. 

• Banking, processing bank deposits, including trips to the bank. All associated finance entries. 

• Processing Employee expense reports, verifying expenses are within the company guidelines, correcting errors, questioning 

abnormal expenses and entering into the finance system. 

• Company credit card reconciliations and communication for obtaining supporting documentation. 

• Invoice creation and distribution when required. 

• Filing and records retention 

• Assisting with Monthly and Year End tasks 

• Reception and Administrative support 

• Assist with Special projects as required 

 

Q u a l i f i c a t i o n s   

• Bachelor's Degree (Preferably in Finance / Accounting)  

• Post Secondary degree in accounting (or equivalent work experience) 

• 1-3 years accounting experience 

• SAP experience is a definite asset 

• Detail oriented, ability to show initiative and take responsibility 

• Strong MS Office skills 

• Effective time management skills 

• Enhanced verbal and interpersonal communications skills 

• Effective problem solving skills 

• Ability to work independently and in a team oriented environment 

• Ability to favorably represent the Company image to clients  

 

P e r s o n ab l e  At t r i b u te s  

• Must be honest and trustworthy 

• Be respectful 

• Possess cultural awareness and sensitivity 

• Be flexible 

• Outgoing, personable, responsible, self motivated, and confident 

C H I C A G O                M O N T R E A L                T O R O N T O  

I N F O R M A T I O N  M A N A G E M E N T  C O N S U L T A N T S  


