ESQUIMALT
       Position No.: 3017 

POSITION DESCRIPTION       
       Effective Date: Apr. 2017
	Position Title:
	Finance Clerk I (Accounting)

	Department/Division/Section:
	Finance 

	POSITION FUNCTION

· Perform switchboard/reception duties, cashiering, clerical functions, filing, and accounts payables.

	KEY DUTIES

· Operate main switchboard; take messages or direct calls; respond to general municipal inquiries; provide reception support for all departments at the Municipality of Esquimalt.
· Greet and direct customers; provide routine information; receive routine finance payments; redirect more extended inquiries to the appropriate department and/or staff member.
· Provide cashiering services for the Municipal Hall.
· Perform data preparation and data entry functions related to accounts payable, accounts receivable, cash receipts and disbursements, purchase orders, general ledger and property taxes.  

· Assist with accounts payable cheque run preparation and municipal invoice distribution.
· Perform all functions related to property tax certificates, including distribution, reconciliation, and collection of outstanding property tax certificates.

· Reconcile and prepare Commercial Vehicle Licensing Program report, as required, for approval and submission.
· Receive, open and distribute incoming mail; organize and prepare outgoing mail.

· Maintain and distribute Municipal Hall petty cash.

· Maintain the Finance central filing system; keep filing up-to-date; create new files and under supervision update the systems as required.

· Order office supplies; and required telephone repairs.

· Maintain, order and organize front counter resources for customers.

· Operate variety of office equipment such as calculator, mailing machine, postal scale, Point of Sale terminal, photocopier and facsimile machine.

· Perform related duties where qualified.


	INDEPENDENCE
· Senior department staff and the public generate work.
· Work is performed according to established procedures and/or routine requirements as well as assigned by supervisor.

· Supervisor reviews work.

· Issues such as difficult public requests are referred to supervisor or senior department staff.
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	WORKING CONDITIONS

	Physical Effort:
· Sit with arms unsupported for short periods; dexterity for typing, filing and answering phones; stand for short periods. (frequent)

Mental Effort:
· Interruptions from telephone and counter enquiries. (frequent)

· Conduct yourself tactfully and courteously when handling complaints and negative comments. (periodic)

Visual/Auditory Effort:
· Respond to telephone calls and counter enquiries; focus on VDT. (frequent)

Work Environment:
· Office.


	KEY SKILLS AND ABILITIES

· Understand and apply methods and procedures of accounting.
· Good knowledge of general office/ administration function and client reception.

· Excellent customer service skills both in person and on the telephone are mandatory.

· Effective verbal communication skills to respond to telephone and in-person inquiries.

· Ability to communicate effectively with elected officials, government officials, business representatives and the public in a courteous and tactful manner.

· Ability to maintain confidentiality of oral and written information, both internal and external, which is sensitive or confidential.

· Understand and apply methods and procedures of finance and administration.

· Ability to draft routine letters and to maintain accurate records and files.

· Ability to type 50 w.p.m. and operate personal computer.
· Working knowledge of Office Suite software applications (e.g. MS Word, PowerPoint, Excel and email) and ability to operate standard office equipment.

· Ability to multi-task, organize and prioritize work. 

· Ability to solve problems and to exercise initiative related to assigned work. 

· Ability to provide exceptional customer service, even under adverse conditions. 



	QUALIFICATIONS

	Formal Education, Training and Occupational Certification:
· High school graduation; completion of customer service course (8 hours); computer and basic office training (20 hours) and one bookkeeping or accounting course.
Experience:
· 1 year of related experience or an equivalent combination of education and experience.



	

	OTHER

· Length of time to become familiar with job duties and responsibilities: 1 year

· May be requested to substitute in a more senior position.


April 2017   Approved: Ian Irvine, Director
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