
 

Position Description 

 
Junior Accounting Clerk 

Do you enjoying working with numbers? Are you looking for a company where you can learn and grow? 
If so, then we want to hear from you! Survalent Technology Corporation is seeking a versatile, energetic, 
and tenacious individual to join our team as a Junior Accounting Clerk. The Accounting Clerk, is responsible 
for performing a variety of general accounting tasks and functions in support of the accounting 
department. Please read on to learn more about the position. 
 

Essential duties and responsibilities: 

▪ Post staff daily timesheets and prepare weekly report 
▪ Sort, match invoices and set invoices up for payment 
▪ Prepare and process accounts payable cheques and wire transfers 
▪ Reconciliation of payments and accounts 
▪ Monitor accounts to ensure payments are up to date 
▪ Resolve invoice discrepancies 
▪ Vendor file maintenance 
▪ Correspond with vendors and respond to inquiries 
▪ Prepare bank deposits 
▪ Process Customer invoices 
▪ Follow up, collection and allocation of payments 
▪ Investigate and resolve customer queries 
▪ Enters data into computer system using defined computer programs 
▪ Performing administrative tasks, such as filing, data entry, answering phones, processing the 

mail, travel bookings etc. 
▪ Other duties as assigned 

 
Qualifications and Skills: 

▪ 2-3-year College Diploma in Accounting, Finance, or Business Administration and 3-5 years of 
experience, or an equivalent combination of education and experience. (Bachelor’s Degree is an 
asset but not necessary) 

▪ 3+ years of direct experience in a general accounting environment with direct experience in an 
A/P and A/R capacity 

▪ Excellent communications skills are required 
▪ Excellent Microsoft office experience with advance knowledge of excel 

 

We will provide the successful incumbent with the training required. The successful candidate will 

report to the Chief Operating Officer. If you are interested, please apply with your resume and 

cover letter by selecting the following link: 

https://www.fitzii.com/apply/43435?s=fc 

 

While we appreciate the interest of all applicants, only those most qualified will be 

contacted. Survalent Technology Corporation is an equal opportunity employer. We are 

committed to providing accommodations for persons with disabilities. If you require 

accommodation, we will work with you to meet your needs. 

https://www.fitzii.com/apply/43435?s=fc

