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Position title: Accounts Payable Clerk
Position Type: Maternity Leave Part-time Contract (24 hours per week)
Rate: $16 per hour
Location: West Toronto (M9W 6H3)
Years of Experience: Two (2)
Application Deadline: February 28, 2018

The purpose of Inter-Varsity Christian Fellowship of Canada is the transformation of youth, students and graduates into fully committed followers of Jesus Christ.  InterVarsity operates nine summer camps across Canada and facilitates high school and university student ministries.

Reporting to the Director of Accounting, this position provides timely and accurate processing of invoices and staff expense reports. This position will cover a maternity leave and is currently scheduled to end on December 31, 2018.

Responsibilities:

Accounts Payable
· Entry of Invoices and Expense reports into MS Dynamics
· Timely and accurate payment of invoices and expense reports.
· Recording daily bank transactions in the general ledger.

General Accounting
· Reconcile general ledger accounts periodically.
· Prepare monthly journal entries as required.
· Prepare monthly bank reconciliations.

Qualifications:
· Personal relationship with Jesus Christ and desire to grow as a follower.
· Minimum two (2) years of general accounting experience.
· Must have experience with accounts payable and preparing bank reconciliations.
· Ability to organize and prioritize well.
· Attention to detail with a high level of accuracy.
· A good command of the English language with excellent verbal and written communication skills.
· Strong interpersonal skills and ability to communicate well with vendors and staff.
· Experience with Great Plains accounting software and Microsoft Excel would be an asset.

Interested applicants are invited to email a resume and cover letter to Human Resources at humanresoures@ivcf.ca. 

[bookmark: _GoBack]Employment is conditional upon a clear police reference check. The successful candidate must be able to submit to InterVarsity’s Code of Conduct and Statement of Faith Agreement. We welcome and encourage applications from people with disabilities.  Accommodations are available on request for candidates taking part in all aspects of the selection process. 

We thank all applicants but only those candidates to be interviewed will be contacted.
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