Job Description

Job Title: Finance & Administrative Clerk Job Number: Fin & Admin 2026-01
Department: | Finance Position Type: Full-time
Supervisor: Deputy Treasurer Issue/Revision Date: Feb- 24-2026

Pay Equity Eval Hourly Grid — Level 2
SUMMARY:

The Finance & Administration Clerk provides front-line financial and administrative support to the municipality.
The position is responsible for receipting and payment processing, accounts receivable and payable functions,
invoicing, purchasing of office supplies, and general administrative duties. The Finance & Administration Clerk
serves as a primary point of contact for the public at the front counter and ensures accurate, professional, and
confidential handling of municipal financial transactions.

PURPOSE:

To support the efficient operation of municipal financial and administrative functions while delivering excellent
customer service to residents, businesses, and visitors.

DIRECT REPORTS:

None

INDIRECT REPORTS:

None

TEAM MEMBER GENERAL EXPECTATIONS:

*  Follow the Township’s Employee Code of Conduct.

*  Work safely and follow established safe work practices.

*  Adhere to the Occupational Health and Safety Act, applicable regulations, and all corporate and
departmental health and safety policies, procedures, and work instructions.

* Demonstrate understanding and awareness of all Township employment policies and procedures.

*  Maintain and enhance knowledge and expertise by taking appropriate courses and attending relevant
conferences and seminars.

*  Perform duties with integrity and professionalism.

*  Treat yourself, fellow employees, residents, and facility users with respect.

*  Provide proactive and responsive customer service to residents and users.

*  Work collaboratively with employees, management, and Council to achieve common goals.

*  Be accountable for actions and responsibilities.

*  Exercise sound ethical judgment in all decisions and actions.

*  Maintain a positive and solution-oriented attitude (“l care, | can do”).

* Interact professionally with both internal and external customers.

*  Maintain regular and reliable attendance at work.

RESPONSIBILITIES:

Financial & Accounting Duties

1. Receive, process, and receipt payments from the public, including cash, debit, cheque, and electronic
payments

2. Prepare and issue invoices for municipal services, fees, and charges

3. Process accounts payable, including verifying invoices, coding expenses, and preparing payments

Issue Date: Feb 24/2026 Finance & Admin Clerk Job Description
Rev#:1 Page 1 of
3

Rev Date:



Assist with accounts receivable tracking and follow-up
Maintain accurate financial records in accordance with municipal policies and procedures

Reconcile daily receipts and prepare deposits

N oo v k&

Assist with month-end and year-end financial processes as required
8. Support the Treasurer/Finance staff with audits, reporting, and financial inquiries
Front Counter & Customer Service

1. Provide courteous and professional front counter and telephone service to residents, businesses, and
visitors

2. Respond to general inquiries regarding payments, invoices, fees, and municipal services

3. Direct inquiries to appropriate staff or departments as required

4. Accept and process applications, forms, and documentation related to municipal services
Administrative & Office Support

1. Purchase office supplies and maintain inventory levels

2. Process purchase orders and coordinate with vendors

3. Maintain organized filing systems (electronic and paper)

4. Assist with data entry, correspondence, and document preparation

5. Provide general administrative support to Finance and Administration staff
Compliance & Confidentiality

1. Ensure compliance with municipal policies, procedures, and applicable legislation

2. Maintain strict confidentiality of financial and personal information

3. Follow internal controls and best practices related to financial management

4. Perform other related duties, as necessary or as assigned by the Planning Manager or the Manager of By-
law Enforcement.

EXPECTATIONS OF RESPONSIBILITIES:

Respond to internal and external customers within one business day.
Work safely and in accordance with policies and procedures.
Complete work to the highest standard consistently.

Build community relations and foster a positive experience for residents and users.

LA A

Approach issues collaboratively with colleagues and management.

TYPICAL JOB DECISIONS:

a) Typical independent decisions that the job holder is required to make without the input of a supervisor.
1. Responding and documenting customer questions and complaints.
2. Appling and invoicing proper fees and charges for services and permits

b) Typical decisions that the job holder is required to refer to a supervisor.
Any financial adjustment to accounts beyond the authority of the fee bylaws,
2. Interpret or apply Municipal policies or procedures beyond routine guidance.
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CORE COMPETENCIES AND KNOWLEDGE: (The specialized skills and knowledge required to perform the job —
Reference Appendix A for competency definitions)

® Customer service skills * Problem-solving and analytical skills

* Interpersonal skills * Knowledge of relevant provincial statutes
* Communication skills — verbal and written and regulations

* Presentation skills * Knowledge of the Township’s policies,

* Critical thinking skills procedures, and by-laws

QUALIFICATIONS AND EDUCATION REQUIREMENTS:

e Post-secondary education in accounting, finance, business administration, or a related field.

e 1-2 years of experience in financial administration, preferably in a municipal environment.

e Ability to prioritize workload, meet deadlines, and maintain attention to detail.

e Proficiency in multiple computer software applications, including MS Office and municipal financial
systems.

e General knowledge of typical municipal services, community issues and customer service standards

PREFERRED SKILLS:

*  Experience in municipal finance or administration.
*  Familiarity with municipal accounting software and processes.

EFFORT AND WORKING CONDITIONS:

Physical Effort —
*  Occasional lifting and carrying of boxes up to 25 Ibs.
*  Activities include keyboarding, standing at a counter, driving, walking on uneven surfaces, stooping, and
crouching.
Visual and Concentration Effort —
*  Reviewing financial records and reports
*  Preparing and analyzing invoices and receipts
* Data entry and report writing
Unpleasant or Challenging Working Conditions —
*  Work is performed in office environment with open concept office activities
*  Occasional interruption; and
*  Occasional exposure to irate customers.

ADDITIONAL INFORMATION:

e Compensation is based on a 35-hour workweek, in accordance with the Salary Schedule adopted by
Council, and amended from time to time; and
e Benefits are in accordance with Municipal policies.

Document History
Revision # Date of Change Reason Initiated By
Revision
1 Feb 24-26 Revised Retirement of staff CAO
Chief Administrative Officer Date
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