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Detroit Canada Tunnel Corporation Job Definition Worksheet – Accounting Clerk  


	Position:

	Accounting Clerk
	Name:
	


Responsibility:
To facilitate the payment of all accounts payables, with emphasis on those related to purchase orders, and blanket orders; to resolve any resulting accounts payable problems, to cancel and reissue checks and vouchers as required.

	Task
	Standards
	Expectations
	Power to Act

	1. Process all accounts payable.
Related Processes
30-31

Cash Purchases

30-37
AP Process
30-38
Approval Process

	Match all invoices to purchase orders and blanket orders and packing slips 
	Within one week of receipt
	Full responsibility

	
	Identify any invoice discrepancies and resolve with DCTC personnel or vendor involved within two working days of identification.
	All discrepancies are resolved
	Full responsibility, but must identify  to  the DCTC person making the purchase to resolve

	
	Prepare vouchers and obtain payment authorization 
	By the end of the day with an error rate of no more than 3 vouchers per 100 processed.
	Full responsibility

	
	Code invoices to general ledger expense accounts and input same 
	On Wednesday of each week with an error rate of no more than 1 per 100 input
	Full responsibility

	
	Pays invoices   
	On a scale of 30 – 45 days or on time when late charges are invoked
	Full responsibility

	
	Answer accounts payable inquiries and resolves problems for vendors and DCTC staff 
	Within one working day of query
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	2. Maintain files  and report on Accounts Payable activities

Related Processes

30-39

Month End
	Reviews weekly vendor statements follows up on overdue accounts 
	Within two working days
	Full responsibility

	3. 
	Solicit invoices if missing or apprise that bill is in the system 
	Resolve on same day
	Full responsibility

	
	Maintains the vendor master file
	Keeps it up to date and inputs when vendors change
	Full responsibility

	
	Initiates the weekly Accounts Payable Check Runs 
	Every Thursday
	Full responsibility

	
	Undertakes follow-up on all returned checks.    
	Same
	Full responsibility

	
	Provides back up with the identification of internal checks.
	Same
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	4. Perform various banking duties

Related Processes

30-41

Daily Accounts Receivable Deposits

30-35

Cash Requirements
	Fill out deposit slips for daily accounts receivable bank deposits
 
	· By 9:00 am

· Double check that funds are going into the right account – match to report issued by Accounts Receivable
	Full responsibility

	
	Determine cash needed for accounts payable for next two weeks by reviewing invoices on hand
	· Both Capital and Expense

· Use cash requirement report to determine

· Every Friday by noon


	Full responsibility, but must consult with Manager, Accounting

	
	Processes adjustments and cancellations to vouchers and checks.


	· Undertakes follow-up on returned checks

· Stop payments on cheques issued on same day when vouchers are cancelled

· Invoice vouchered and ready to be put into system that is cancelled for one reason or another
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	5. Ensures all employees expenses are justified with receipts.

Related Processes

30-32

Uniform Allowances


	Insure that all employee expense reports have all receipts attached 
	Before payment is made to the employee
	Full responsibility

	
	Match invoices for uniforms to budget limits 
	Charge employees with overcharges (comes off their pay)
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	6. Maintain capital project files and expenses
Related Processes

30 – 33

Capital Projects

 
	Match vendor invoices to purchase orders to insure vendors don’t over bill and invoices are correct 
	
	Full responsibility

	
	Issue a capital project report including the split between DCTC and WTC every 


	
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	7. Balance the Windsor toll side
Related Processes

30-42

Daily Toll Reconcile Windsor
	Report a shortage to supervisor and internal auditor if employees are short $10 or more 
	Identify each occurrence of a shortage to supervisor and internal auditor
	Full responsibility

	
	Run 10 reports from system 


	· Daily in am

· Provide paperwork to supervisors to take action
	Full responsibility

	
	Reviews and compares toll collectors’ cash totals with reports issued by the Corporate Finance Department
	· Does not leave cash room until balanced to the penny

· Utilize bank deposit balance report to catch mistakes
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	8. Run statements and reports

Related Processes

30-34

Daily Bank Reports

30-40 WTC Billing

	Print daily bank statements to determine cash flow

	· Run the report, put into a spread sheet, report to Manager, Accounting - daily by noon

· Performs first level analysis to identify any discrepancies
	Full responsibility

	
	Issue a month end distribution report
	All weekly inputs to general ledger accounts are reconciled and reported by 10th of each month
	Full responsibility

	
	Run a purchase journal report to reconcile 10th has been invoiced.
	· 10th of the month

· Give to General Ledger Accountant 
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	9. Acts as corporate receptionist in the absence of the Administrative Services Supervisor. 
	Maintains safe reception area by complying with safety policies and procedures   
	Passes safety test and audit
	Full responsibility

	
	Maintains security by following procedures, monitoring logbook and issuing visitor badges 
	Same 
	Full responsibility

	
	Responsible for shipping and receiving as prepared by the Administrative Services Supervisor or as received from an external source
	Same
	Full responsibility

	
	Forwards requests for correspondence, reports and other informational materials to Administrative Services Supervisor. 
	Same
	Full responsibility

	
	Answers calls on second or third ring, screens telephone inquiries and provides referral assistance.
	Responds to chirping  
	Full responsibility

	
	Receives and forwards customer complaints, directs complainant to a senior member of management for resolution.  
	Must inform Administrative Services Supervisor of complaint and action taken. 
	Full responsibility, but must inform Administrative Services Supervisor of complaint and action taken

	
	Exhibits a cheerful, attentive, helpful demeanor 
	Same
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	10. Other related duties as assigned by the Offices Services Supervisor.


	Maintains a safe and healthful environment by complying with policies and procedures and identifying and anticipating concerns and hazards.
	Same
	Full responsibility

	
	Identifies development opportunities to improve skills and competencies for the job
	Same
	Full responsibility

	
	Review all processes for which this job is prime to identify disconnects and recommend improvements
	Identify disconnects and recommends improvements
	Full responsibility

	
	Receives regular safety training. 


	Same 
	Full responsibility

	
	Interfaces effectively with all levels of corporate management, supervisory personnel and staff
	Same
	Full responsibility
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Need a time frame
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