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JOB PROFILE 
 

 
 

Position Title: Accounting/Purchasing Clerk Division:  Administration  

Location: Regina  Department:  Accounting 

Date: October 2014 Incumbent:  

Approved by:  Reviewed by:   

 
OVERALL ACCOUNTABILITY  

Reporting to the Chief Financial Officer, the Accounting/Purchasing Clerk will be responsible for accepting and editing purchase 
requests from various departments, corresponding with suppliers for quotations, preparing purchase orders and performing buying 
duties. In this role the Accounting/Purchasing Clerk will maintain records of materials, prices, inventories and deliveries, and use 
these records to make purchases in the best interests of the Authority.  
 

 
SPECIFIC ACCOUNTABILITIES 

1. Selecting the proper account and job code for 
requisitions/invoices (verified by the manager) 

2. Ensuring appropriate approvals are obtained for purchases  
3. Ensuring invoices are paid on time 
4. Preparing year end accruals  reviewing statements to 

ensure invoices are received and paid on timely basis 
5. Preparing requisitions, price quotes, and supply tenders as 

required 
6. Prepare and maintain budget reports 
7. Monitor compliance with the purchasing policy and 

recommend improvements 
8. Monitor and maintain office supplies and equipment and 

administer office equipment leases; track capital assets and 
other inventories (e.g. IT equipment)  

9. Coordinate phones, including equipment and services. 
10. Payables entry into ACCPAC Purchase Order module and 

Payables module. 
11. This role also provides the second internal control point for 

many of the AC-GL functions (e.g. bank reconciliations, 
payment issuing, journal entries, etc) 

 
SKILL/KNOWLEDGE 

1. Two year Accounting Diploma and completion of an annual 
processing cycle 

2. Sound knowledge of accounting principles and practices  
3. Basic understanding of financial statements; budgeting 

principles and practices; and accounts payable processing  
4. Understand the basic principles of purchasing and vendor 

relationship management, including: reconciliation 
processes; and the preparation of financial and depreciation 
schedules   

5. Must have demonstrated ability in ACCPAC; Excel; and 
Word  

6. Ability to pay attention to detail and handle a high volume of 
processing in a timely and accurate manner   

REPORTING RELATIONSHIPS Please attach an organization chart 

if available. 

Reports to:  Chief Financial Officer 
Direct Reports: none 
  
DIMENSIONS  
Decisions made in this position follow established procedures 
and processes.  Purchasing recommendations are often 
accepted without question.  Recommending changes to 
procedures is part of the job. 
 
WORKING CONDITIONS 
Physical Effort.  

The typical physical demand of the job is light. 
Works in a seated position at a computer most of the day. 
 
Physical Environment. 

Typical office environment.  
 
 
Sensory Attention.  

The nature of the work requires considerable mental/sensory effort 
with the need for accurate data input on an ongoing basis 
 
 
Mental Stress. 

Errors would be detected in the work unit and discovered before 
they become serious.    
 

 


