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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position Financial Code 

12-10117 
Accounts Payable Finance 
Officer 

Senior Finance Officer 
03300-01-1-111-0302004-04-
???? 

Department Division/Region Community Location 

Nunavut Housing Corporation 12100-01 Iqaluit Iqaluit 

 
 

2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 

 
Reporting to the Senior Finance Officer, the Accounts Payable Finance Officer is responsible for processing the 
Nunavut Housing Corporation’s (NHC) expenditures and completing the reconciliation of general ledger accounts 
to ensure internal controls are met in accordance with the Generally Accepted Accounting Principles and the 
Financial Administration Manual. The incumbent is accountable for planning, coordinating, managing and 
accounting for ensuring timely and cost effective travel for employees of the Nunavut Housing Corporation. The 
Accounts Payable Finance Officer provides financial support to the three District Offices and prompt client 
services. 
 

 
 

3. SCOPE 
 

Describe the impact the position has on the area in which it works, or if it impacts other departments, the 
government as a whole, or the public directly or indirectly.  How does the position impact those 
groups/individuals, the organization and/or budgets?  What is the magnitude of that impact? 
 
The Accounts Payable Finance Officer maintains control of accounts payables in access of $225 million annually to 
ensure the NHC’s payments to contractors, the general public and staff are processed accurately and timely to 
minimize incorrect application of funds. The duties of this position have a financial impact on all of the NHC’s 
Divisions and Districts, Government of Nunavut, Federal Departments, contracts and individual clients. The 
position is required for the on-going weekly cheque run, the auditing on vendor files and the completion of 
general ledger accounts, the incumbent is responsible for managing travel (including scheduled flights, charters, 
accommodation, meals and facility rental), processes/audits employee travel claims, and assists in providing 
accounting services to the Corporation. The Accounts Payable Finance Officer must ensure all accounting and 
financial processes are performed under the guidance of generally accepted accounting principles, the FAA, NEU 
Collective Agreement and other applicable legislations. 
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4. RESPONSIBILITIES 
 

Describe major responsibilities and target accomplishments expected of the position.  List the responsibilities 
that have the greatest impact on the organization first and describe them in a way that answers why the duties 
of the position are being performed.  For a supervisory or management position, indicate the subordinate 
position(s) through which objectives are accomplished. 

Maintains adequate control of accounts payables in excess of $177 million annually in order to ensure the NHC’s 
payments are met by: 

 Processing accounts payable for Directorate & Headquarters; 

 Monitoring accounts payable for Directorate. Headquarters & District offices; 

 Verifying all required information and documentation for completeness, including spending and payment 
authority; 

 Reviewing documents to ensure compliance with the Financial Administration Manual; 

 Making appropriate adjustments and notifying appropriate people of all discrepancies; 

 Preparing Expense Vouchers;  

 Preparing Journal Documents; 

 Receiving  stamped invoices; 

 Coding invoices for appropriate data entry; 

 Matching  invoices and purchase orders;  

 Verifying quantities and price and preparing Expense Vouchers for payment approval; 

 Routing invoices and back-up material to the appropriate Manager for approval; 

 Investigating questionable statements and taking appropriate action as required; 

 Mailing original checks to vendors;  

 Filing check copies and documentation; and 

 Researching and responding to all vendor inquiries. 
 
Preparing and completing weekly cheque run, and ensuring that all cheques and direct deposits are accurate and 
relevant to the client's payment request by: 

 Reviewing Account Payable Report and highlighting anomalies for investigation prior to payment 
approval; 

 Verifying mode of payment and handling indicator; 

 Verifying that total payments match cheque report; 

 Selecting specific vouchers for separate payments as required;  

 Printing the cheques and generating direct deposit file for bank upload; and 

 Distributing Finalized Payment Report after each cheque run. 
 
Auditing vendor files by: 

 Investigating anomalies and taking appropriate action to resolve; 

 Reporting of yearly and monthly totals to SFO, CFO and President as requested;  

 Reconciling vendor account statements to NHC records; and  

 Tracking contractor payments.  
 
Making travel arrangements: 

 Ensuring appropriate approvals have been obtained for the travel arrangements; 

 Making travel arrangements for employees and/or analyzing all travel arrangements made directly by 
employees; 

 Advising Senior Management where arrangements do not reflect the most efficient and cost-effective 
option available; 

 Arranging payment on behalf of employees for all hotel and airline charges and exercising payment 
authority by authorizing charges to the Government Corporate VISA card;  

 Arranging for cheques for travel advance requests by employees by determining eligibility for advance 
and amount of advance, obtaining exchange rates from the Bank of Canada web site where travel will 
involve other currencies, and ensuring documentation is accurately and fully completed; 
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 Coordinating data entry to ensure cheques are available for employees within the time constraints for 
commencement of travel 

 Auditing documentation for each transaction to ensure that it is adequate and relevant to the 
transaction. 

 Following up to ensure invoices are received from airlines and hotels, verifies the accuracy of the invoices 
based on confirmations at time of booking, and follows up until any required adjustments or credits are 
obtained; 

 
Other related duties as required: 

 Providing administrative support to the Corporate Services Finance Division in areas of account 
receivable, data entry, filing and assisting the Senior Finance Officer; 

 Preparing Journal Documents to record payroll in Free Balance; 

 Conducting investigation work with regards to vendor accounts; 

 Initiating archiving of all accounts payable material in accordance with the Record Management Policy & 
the Archives Act; 

 Preparing all accounts payable documents for relocation to the Records Management division of 
Community and Government Services (CGS) upon request; and  

 Fulfilling requests for purchase orders. 
 

 
 
 

5. KNOWLEDGE, SKILLS AND ABILITIES 
 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 
Knowledge identifies the acquired information or concepts that relate to a specific discipline.  Skills describe 
acquired measurable behaviors and may cover manual aspects required to do a job.  Abilities describe natural 
talents or developed proficiencies required to do the job. 
These requirements are in reference to the job, not the incumbent performing the job. 

 Working knowledge of Microsoft Office Suite. 

 Intermediate MS Excel skills are required. 

 The skills to effectively communicate both orally and in writing. 

 Time management skills. 

 Strong Interpersonal skills, including the ability to communicate with professionalism, in person and in 
writing, with both staff and clients. 

 Conflict resolution and negotiating skills.  

 Familiarity of the Financial Administrative Manual would be considered an asset.  

 Familiarity of account payable practices, accounting principles and internal control would be considered 
an asset. 

 Knowledge and skills to understand and operate a computerized financial accounting system 
(Freebalance experience preferred) would be considered an asset. 

 The ability to work in a team.  

 The ability to produce spread sheets that represent the proper manipulation of raw data to produce 
reports. 

 The ability to demonstrate critical thinking and problem solving, in conducting investigations. 

 The ability to work in a cross-cultured environment with cultural sensitivity.  
 

This level of knowledge is normal acquired through the completion of High School and a minimum of two years 
relevant work experience.  
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6.  WORKING CONDITIONS  
 

List the unavoidable, externally imposed conditions under which the work must be performed and which create 
hardship for the incumbent.  Express frequency, duration and intensity of each occurrence in measurable time 
(e.g. every day, two or three times a week, 5 hours a day). 

 
 
Physical Demands 
 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 
fatigue or physical stress. 

Most of the incumbent’s time is spent in a sitting position with frequent opportunity to move about. 
Daily use of computers and other office equipment may cause eye strain and other physical discomforts. Review of 
various documents with a fair amount of attention to details is required. There is some standing and lifting or 
carrying of light material. 

 
 
Environmental Conditions 
 

Indicate the nature of adverse environmental conditions to which the jobholder is exposed, and the frequency 
and duration of exposures.  Include conditions that increase the risk of accident, ill health, or physical 
discomfort. 

The environment is generally controlled and comfortable with very remote possibility of accident or ill health. 
Works daily within a politically sensitive environment. 

 
Sensory Demands 
 

Indicate the nature of demands on the jobholder’s senses.  These demands can be in the form of making 
judgements to discern something through touch, smell, sight, and/or hearing.  It may include concentrated 
levels of attention to details though one or more of the incumbents’ senses. 

The incumbent requires normal use of senses (seeing and hearing) in order to perform the day-to-day activities of 
the position. Extensive use of computers requires focused concentration. Long hours of computer use can cause 
physical fatigue. Dealing with telephone inquiries on a daily basis especially from contractors or suppliers requires 
the incumbent to be very attentive. 

 
 
Mental Demands 
 

Indicate conditions within the job that may lead to mental or emotional fatigue that would increase the risk of 
such things as tension or anxiety. 

The mental pressure becomes pronounced on occasions to meet weekly, monthly and year end deadlines and 
manage heavier workloads.  Tact and diplomacy is required in dealing with contractors and outstanding invoices. 
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7. CERTIFICATION 
 

 
 
__________________________________________ 
Employee Signature 
 
 
 

Printed Name 
 
 
 

 
 
 

Supervisor Title 
 
 
 

Supervisor Signature 
 
 
 

Date:   
 

Date   

I certify that I have read and understand the 
responsibilities assigned to this position. 
 

I certify that this job description is an accurate 
description of the responsibilities assigned to the 
position. 
 

  

  Deputy Head Signature 
 
 

  

Date 
 
 
I approve the delegation of the responsibilities outlined herein within the context of the attached organizational 
structure. 
 

 

 
 
 
 
 
 
 
 
 
 
 


