
 
 

Date posted Wednesday, April 10, 201 

Title Intermediate Accountant 

Status Permanent 

Type Full-time with benefits 

Language Fluently bilingual in both official languages is preferred 

Location Ottawa 

Closing Date April 26, 2019 at 4:30pm 

 
Service Coordination des services (SCS) is a not-for-profit bilingual organization managed 
by a volunteer Board of Directors which works with and for families and people with 
intellectual disabilities residing in the region of Ottawa. SCS serves adults and children by 
providing information and referral services and case management support. An important 
goal is to empower families/individuals to make informed choices about the supports they 
seek. 
 
Reporting to the Director of Corporate Services, the Intermediate Accountant is 
responsible for supporting the day to day functioning of the finance department, including 
payroll, accounts payable, and general accounting.  
 
Main Responsibilities 

 
Payroll & Benefit Administration:  
Responsibilities include but are not limited to the following: 

 
 Bi-weekly payroll processing and employee benefit administration. 

 Monthly payroll reconciliation and salary forecast updates. 

 Provides salary and benefit budget preparation support. 

 Manages highly confidential information in a professional manner, adhering to 

privacy laws and payroll/accounting best practices; ensures the confidentiality and 

security of all financial and employee files. 

 Provides additional payroll administrative support to HR Advisor as required. 

Accounts Payable:  

Responsible for entry and payment of staff expense claims and trade payables 

invoices including but not limited to the following duties: 

 
 Prepares payments by accruing expenses; assigning account numbers; 

requesting disbursements; reconciling accounts. 

 Manages bi-weekly cheque runs; records, prepares, distributes, and mails all 

cheques.  

 Reconciles corporate credit cards, petty cash and outstanding requisitions on a 

monthly basis. 

 Creates and inputs GL entries and reconciles and balances GL accounts on a 

monthly basis according to company policies and procedures. 

 Backs up the accounting clerk as required. 



 2 

 Maintains vendor files and filing systems for all financial documents. 

 

Procurement & Month End Support:  
Provides the following procurement and month end support: 
 

 Develops and implements accounting procedures by analyzing current 

procedures; recommending changes. 

 Produces ad hoc reports from databases as required by the supervisor by 

analyzing and organizing the required information, compiling data, designing 

format, and printing reports. 

 Performs account reconciliations between the general ledger and subsidiary 

ledger, account reconciliations between the general ledger and financial 

statements 

 Prepares general ledger entries by maintaining records and files; reconciling 

accounts. 

 Assists the Senior Accountant as needed. 

 Keeps track of all capital assets and manages inventory. 

 Maintains master vendor list and contract renewal schedules.  

 Performs ad hoc duties as assigned. 

 
 
Knowledge and Skills 

1. A university degree in accounting or business, or equivalent combination of education 
and experience. 

2. Minimum two to three years progressive experience in an office accounting 

environment; Enrollment in a professional accounting designation program preferred. 

3. Minimum of 1-2 years of payroll administration experience. CPA designation 

considered a strong asset.  

4. Experience with enterprise accounting software such as Great Plains or Accpac. 

5. Intermediate Excel, Word and PowerPoint computer skills. 
6. Commitment to a professional work ethic, working cooperatively and collaboratively 

with internal and external customers, clients, team mates, volunteers and partners 
while demonstrating compassion and a strong customer/client focus. 

7. Excellent oral and written communication skills  

8.  Bilingual (French and English) considered a strong asset.  
9. Self-directed and adaptable with superior organizational and time management skills 

and the ability to manage overlapping priorities and multiple areas of responsibility. 
10. Strong interpersonal and conflict management skills. 
11. Previous experience in a non-profit environment is preferred. 

 
Core Competencies Required: 

 Collaboration 

 Creative Problem Solving & Decision Making 

 Fostering Independence in Others 

 Holding People Accountable 

 Initiative 

 Interpersonal Relations & Respect 

 Resilience 

 Technical Skills 
 
Working conditions are normal for an office environment.  Work regular business hours 
with some overtime when required.   
 



 3 

As the ideal candidate you are a highly organized multi-tasker with great attention to detail 
and an interest in learning new skills.  Qualified candidates may submit their resumes, 
along with a cover letter quoting Competition Number 2019 - 06 no later than Friday, April 
26, 2019 at 4:30pm to Human Resources.   
 
While we appreciate all responses, only candidates under consideration will be contacted. 
We kindly ask not to send in duplicate copies of your resume.  

https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruitment.html?cid=f21adaa6-35ec-4a40-a145-b1e5844c2d88&ccId=19000101_000001&jobId=227471&source=CC3&lang=en_CA&ccId=19000101_000001&jobId=227471&source=CC3&lang=en_CA

