
POSITION VACANCY ADVISORY  
 

 
Human Resources 

Email: recruit@canadiannorth.com 

Facsimile: (613) 254-6280 

Posted: February 18, 2020 

 

 

 
Interested candidates may submit their resumes to recruit@canadiannorth.com. Please 
include the reference number and position in the subject line.  We thank all applicants for 

their interest, however, only candidates selected for interviews will be contacted 

 
DUTIES AND RESPONSIBILITIES: 
Must be able to perform, but not be limited to, the following duties and responsibilities: 

 Conduct regular system maintenance on invoice / expense system; 

 Responsible for creating new users and updating profiles as required; 

 Responsible for adding new GL codes as required; 

 Monitor software mailbox, respond to user queries and troubleshoot as required; 

 Maintain data log of software issues / resolutions for system improvement; 

 Ensure disputed credit card items are resolved within time-frame required for refund eligibility; 

 Adjust codes in response to monthly financial statement review; 

 Correctly code and apply appropriate tax allocation; 

 Complete journal entries; 

 Work in collaboration with Accounts Payable Supervisor to promote Visa program, thereby 
reducing paper expense claims; 

 Process A/P invoices as required;  

 Perform month end duties, process accruals;  

 Contribute to invoice / expense software training materials; 

 Monitor claim mailboxes, ensure timely movement of claims, time-sensitive expenses; 

 Follow-up on uncoded purchases and ensure generation of claim; 

 Other duties as assigned 

 
 SKILLS AND QUALIFICATIONS: 
Must be able to perform, but not be limited to, the following duties and responsibilities: 

 Post-secondary diploma in accounting or related field, or equivalent work experience; 

 3+ years' experience in Accounts Payable; 

 Knowledge of GL codes, tax calculations; 

 Superior customer service skills with experience supporting internal and external customers; 

 Superior organizational skills; 

 Excellent written and verbal communication skills; 

 Excellent problem-solving skills; 

 Proficient using Microsoft Suite (Excel, Word, Outlook) 

 Airline experience considered strong asset;  

 Experience with electronic expense claim systems considered strong asset; 

 Ability to accomplish multiple tasks under minimal supervision; 

 Adept at managing multiple priorities and deadlines in a fast-paced, team-oriented environment 

while ensuring accuracy and confidentiality; 

 Ability to communicate in an Inuit (or other Indigenous) language considered an asset 

 Ability to obtain and retain an Airport Restricted Area Identity Card in accordance with the Airport 
Restricted Area Access Clearance Program regulated by Transport Canada. 

 

 
 
 
 

 
 
 

 
 

 

POSITION: CLERK, ACCOUNTING SYSTEMS 
 
STATUS: FULL-TIME 
 
REFERENCE #: A618144 
 
LOCATION: KANATA 
 
DEPARTMENT: Accounts Payable 

LEVEL: 3 
 
REPORTING TO: SUPERVISOR, ACCOUNTS PAYABLE 
 
DATE AVAILABLE: IMMEDIATELY 
 
CLOSING DATE: FEBRUARY 25, 2020 
 
COMPANY: FIRST AIR 

Canadian North is an equal opportunity employer. Members of designated groups (Aboriginal People, 

Women, Visible Minorities, and People with Disabilities) are encouraged to apply and self-identify. 


