[image: image2.png]DETROIT & CANADA TUNNEL CORPORATION

TUNNEL 100E. JEFFERSON - DETROIT. I 452264390 (313) 567-0422 o (519) 258-7424 » Fax (313) 5672665
it cwlun




Detroit Canada Tunnel Corporation Job Definition Worksheet – Manager, Accounting  

	Position:


	Manager, Accounting
	Name:
	Charlene Konior


Responsibility:
Manages the accounting services and financial reporting functions of the Detroit & Canada Tunnel Corporation including Budget Management, Purchasing, Cash Disbursement, and Capital Asset Management.
	Task
	Standards
	Expectations
	Power to Act

	1. Administers general accounting functions 


	Establishes, monitors and enforces accounting practices and procedures 
	In compliance with the annual audit and the standards for Generally Accepted Principles
	Full responsibility

	
	Exercises supervision over the maintenance and reliability of the DCTC chart of accounts
	 same
	Full responsibility

	
	Assigns new classifications and cost centers 
	As necessary.
	Authorized by Pres or VP Admin or VP Ops

	
	Administers the financial aspects of Joint Operating Agreement and City of Detroit lease.
	Same
	Authorized by Pres or VP Admin or VP Ops

	
	Ensure the budget is correct 
	Gets approved by City of Windsor 
By end of November 
	Authorized by Pres or VP Admin or VP Ops

	
	
	
	

	
	
	
	

	
	
	  
	

	
	
	 
	


???? - Jennifer

	Reviews record retention and retirement policies.
	Updates as required
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	2. Responsible for the accurate preparation and timely distribution of DCTC’s annual and periodic financial statements including, income statements, balance sheets, and cash flow projections.

Related Processes

30-21 Monthly Financial Statements


	Ensure current reporting is reviewed for relevancy. 
	Same
	Full responsibility

	
	Ensures accurate reporting to all internal and external groups, staff, regulatory agencies etc.  
	By established due dates
	Full responsibility

	
	Reporting requirements including financial analysis of financial statements are documented 
	CEO and Board are updated on a monthly basis
	Full responsibility

	
	Appraises DCTC’s financial position 
	· Issues periodic financial and management reports
· Ad-hoc when a trend indicates things are not running according to plan
	Full responsibility

	
	Prepare and issue reports for senior management 
	As needed to carry out the strategic mandate of the corporation
	Full responsibility

	
	DCTC financial statements are prepared and ready for distribution 
	By the 15th  of each month.
	Full responsibility

	
	Windsor Tunnel Corporation financial statements are prepared 
	Ready for distribution by 15th of each month.
	Full responsibility

	
	Prepare Year-end financials 
	Within 60 days of year-end.
	Full responsibility

	
	Provide Budget Reports and Department Statements to the Board.
 
	Quarterly 
	Authorized by Pres or VP Admin or VP Ops

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	3. Review financial strategic trends and initiate consideration of opportunities.
	Maintains contacts with external agencies such as banks, various levels of government, taxation offices, associations and other industries to determine their viability and other pertinent information concerning financial and accounting opportunities
	3 – 5 significant opportunities per year
	Full responsibility

	
	Provide a Financial and Accounting Report 

	To CEO/Board quarterly
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	4. Administers DCTC’s financial information systems to meet business needs
	Financial information systems and technologies are reviewed and documented.
	Same 
	Full responsibility

	
	Improvements are recommended and implemented.
	Same 
	Full responsibility

	
	Ensures compliance with federal, state, provincial, local, regulatory and legal requirements 
	Same 
	Full responsibility

	
	Redefine and standardize reporting to Windsor. 

	Same 
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	5. Review the corporate systems established to ensure compliance with policies, procedures, laws, regulations, and determine whether the organization is in compliance and to recommend improvements to such policies and procedures.
	Advises senior management when current fiduciary practices are not consistent with DCTC policies or when they fail to provide necessary controls or factual records. 
	Same
	Full responsibility

	
	Recommends the appropriate corrective action required to ensure that the operation will meet the standards of control, records and reports satisfactory to the Board.
	Same
	Full responsibility

	
	Evaluates the effectiveness of new and existing programs by comparing proposals and results
	Keep accounting programs updated
	Full responsibility

	
	External audit is completed on time 
	 By August 31) 
Within budget.
Finds additional ways to reduce the cost of these audits
	Full responsibility

	
	Review the means of safeguarding assets and as appropriate verify the existence of such assets

	Same
	Full responsibility

	
	Establishes an internal audit process for approval by the board

	Same
	Full responsibility

	
	Regulatory requirements are documented and CEO/Board are updated 
	Annually
	Full responsibility

	
	Update, document, implement and ensure employees are informed about DCTC Financial policies and  procedures
	Same
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	6. Administer the Budget and exercise Budgetary Control

Related Processes

30-23 City of Detroit Annual Rent Payable Calculation

30-24 WTC Annual Administration fee Calculation

30-30 Cash Distribution Control Check 
	Review operations and programs to appraise the economy, efficiency and effectiveness of resource utilization.
	 
	Full responsibility

	
	Review Budget process 
	Revise to include regular review and input from all supervisory staff.
	Full responsibility

	
	Provide Budgets 
	On time to meet DCTC and WTC requirements.
	Full responsibility

	
	Cash management is reviewed 
	Improvements are developed and approved.
	Full responsibility

	
	Analyze, report and make recommendations with regards to toll rates
	Based on # cars, exchange rates, traffic figures, toll revenue, expenses recommend toll rates     
	Full responsibility

	
	A cash flow projection is prepared and administered.
	Update quarterly

	Full responsibility

	
	Checks appropriation requests 
	Against approved budgets for availability of funds prior to commitment. 
	Full responsibility

	
	No over expenditures occur without the approval of the CEO or designate.
	Same
	Full responsibility

	
	Exercises accounting control 
	To ensure that budgeted expenditures do not exceed amounts authorized.
	Full responsibility

	
	Reviews actual performance against budgeted performance and reports budget deviations.
	Same
	Full responsibility

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	7. Administer Purchasing, Cash Disbursement, and Capital Asset Management
Related Processes

30-26 Weekly Request For Cash
	Ensures adequate controls are incorporated within purchasing policies and practices 
	 So that materials and services are acquired appropriately and at the right price.

	Full responsibility

	
	Cash disbursement processes are reviewed and documented
	Refinements are recommended for approval
	Full responsibility

	
	Ensure Cash Disbursement processes including Payroll have limited business risk associated with them and that control strategies are in place to limit that risk.
	
	Full responsibility

	
	Purchasing policies and processes are reviewed, documented 
	Refinements are recommended for approval.
	Full responsibility

	
	A capital asset management program is developed and approved.
	· Ensures that corporate assets are properly accounted for 
· Are adequately safeguarded from loss
	Full responsibility

	
	Reduce receivables that are not paid 


	Determine write-offs
	Full responsibility

	
	No substantive and few if any minor errors in reporting and administrative issues.
	
	Full responsibility

	
	Control corporate Petty Cash

	Keep it funded
	Full responsibility

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	8. Administers DCTC’s loans to ensure compliance with debt agreements.

Related Processes

30-22 Senior Debt Service Coverage Ratios

30-28 Interest Rate and Periodic Adjustment on Senior Debt

30-29 Interest rate and periodic Reset on Senior Debt


	Prepare a Senior Debt Service Coverage Ratio
	· Accurate debt service coverage ratios are updated monthly.
· Review and update projection every month

· Within 30 days of end of quarter
	Full responsibility

	
	No DCTC errors occur as a result of loan administration.
	Same
	Full responsibility

	
	Ensure that correct amounts are in the restricted accounts
	Same
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	9. Other related duties as assigned by the Vice President, Administration 

	Develop a six month and twelve month work plan  for the Finance function
	Same
	Full responsibility

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

	
	Identifies development opportunities to improve skills and competencies for this position    
	Same
	Full responsibility

	
	Maintains professional and technical knowledge by attending educational workshops and reviewing professional publications 

	Same
	Full responsibility

	
	Maintains safe and healthy work environment


	Same
	Full responsibility

	
	Interfaces effectively with all levels of corporate management, supervisory personnel and staff

	Same
	Full responsibility
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� Analysis on income statement actual to budget


� Confirm deliverables for this standard


� Disposal process?


� Judy’s job?


� Part of this Judy’s responsibility?
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