Accounting Clerk
Wood Buffalo Environmental Association
The Wood Buffalo Environmental Association (WBEA) monitors the environment of the Regional
Municipality of Wood Buffalo in north-eastern Alberta. Our environmental monitoring work is the most
integrated and intensive focus on air and terrestrial monitoring in any one area, anywhere in Canada. The
WBEA is committed to reporting accurate and timely high-quality data from our Ambient Air Monitoring
(AAM), Terrestrial Environmental Effects Monitoring (TEEM), and Community Odour Monitoring (OMP)
Programs to ensure regional stakeholders have the information they need to make informed
environmental decisions. For more information, visit: http://www.wbea.org

The Role
The WBEA is currently seeking an Accounting Clerk. The Accounting Clerk is responsible for ensuring
accuracy and efficiency of accounting operations, processing, monitoring, verifying incoming invoices,
payments, and posting receipts. This includes the day-to-day accounts payable as well monthly balancing
and integration with financial systems.
Position Responsibilities
Reporting to the WBEA Controller, you will be responsible for:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Ensuring accounting procedures are executed in accordance with company policies and
procedures.
Reviewing Labour, Equipment, and Material (LEM) invoices for mathematical accuracy, valid
coding, and approval.
Responding to internal and external accounts payable inquiries, including assisting co-workers
with the interpretation of policies and procedures, and ensuring compliance.
Processing payments and preparing bank deposits.
Maintaining, monitoring, and supporting employee benefits, including RRSP accounts.
Completing credit applications as required.
Completing weekly credit card reconciliation.
Preparing and processing general journal entries, as required.
Maintaining and tracking company fuel cards.
Participating in the year-end audit.
Coordinating, tracking, and managing all facility maintenance and repairs.
Coordinating and providing onboarding for new employees.
Providing daily backup support for shipping & receiving.
Performing errands as required.
Maintaining all corporate insurance policies and ensure appropriate coverage for Auto, Directors
& Officers, General Liability, Property, Cyber Insurance, Transit Coverage, and Errors and Omission
Insurance.
Working in collaboration with staff to ensure items purchased are updated in the company
inventory database.
Providing support to other business service functions within the WBEA.
Participating in staff meetings and training programs, as required.

•

Performing other duties as assigned.

Qualifications:
• Post-Secondary Education in a related field of accounting or administration.
• 3 – 5 years of bookkeeping and facilities management experience.
• Knowledge of Sage 50, and proficiency with Microsoft Office applications, specifically MS Excel.
• A strong understanding of full-cycle accounting.
• A comprehensive understanding of the accounting concepts, applications, and procedures.
• Self-motivated and able to work with limited supervision.
• Strong organizational skills with a high level of attention to detail combined with a high degree of
resourcefulness, judgment, integrity, and discretion.
• Strong time management skills with the ability to balance competing priorities and meet
deadlines.
• Maintain high levels of discretion when dealing with confidential information.
• A demonstrated ability to work with multiple parties and stakeholders.
• Excellent oral and written communication skills.
• Strong interpersonal skills are required.
Schedule: Full-time, 40 hours per week at 8 hours per day from Monday to Friday. Overtime may be
required periodically, depending on operational needs.
Employment Status: Full-time, permanent
Work Location: Fort McMurray, Alberta
Pre-Employment Requirements:
•
•
•
•

Drug & Alcohol testing
Valid Class 5 Driver's license, a clean driving record, and the ability to travel throughout the
Regional Municipality of Wood Buffalo
Criminal record check
Record of full COVID-19 vaccination status

For more information, visit: https://www.wbea.org
Application Deadline: Open until position is filled
Application Instructions: Please submit a resume and cover letter that outlines why your
skills, experience, and personality would make you an excellent candidate for the Accounting Clerk role
at the WBEA. If you are interested in joining our team, please apply here:
https://www.fitzii.com/apply/70421?s=fc
We offer our employees an attractive compensation package that includes a competitive salary, abovemarket group health benefits, a group RRSP plan, a northern allowance, and a commitment to career
development.
We thank all applicants for their interest. Only those selected for an interview will be contacted.

