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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

03-10758 Finance Officer  Supervisor, Accounts Payable (03-10020) 

 

Department Division/Region Community Location 

Finance 03610-01 Financial Operations  Iqaluit Iqaluit 

 

Fin. Code: 03610-01-1-111-0300000-01-???? 

 

2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 
 

Reporting to the Supervisor, Accounts Payable this position provides accounting support 
to assigned Government of Nunavut (GN) departments and sections within guidelines, 
policies and procedures of the GN to ensure that financial objectives are met in an efficient 
and effective manner.  The responsibilities include but are not limited to: reconciling, 
corrections using JV’s.  Monitoring and reconciling Grants and Contribution payments, 
ensuring EV’s are coded to a budget, booking travel and accommodations, maintaining 
signing authorities; reconciling VISA accounts; preparing and clearing accruals; printing 
FreeBalance reports; and maintaining a control ledger for all departmental commitments.  

 

3. SCOPE 
 

Describe the impact the position has on the area in which it works, or if it impacts other departments, the 

government as a whole, or the public directly or indirectly.  How does the position impact those 

groups/individuals, the organization and/or budgets?  What is the magnitude of that impact? 
 

Under the direction of the Supervisor, Accounts Payable, the Finance Officer provides 
critical accounting and financial services to assigned GN departments by ensuring that 
financial data is received, payments prepared, and processed into the system in a timely 
and efficient manner.  The payments are processed twice a week; consequently the Finance 
office plays a critical role in this process.  These payments to vendors (and 
reimbursements to staff of expenses) are a critical function for successful delivery of GN 
mandated programs and services.    

The incumbent must maintain strong budgetary controls to ensure all payable documents 
that are received from the assigned departments are data entered and processed efficiently 
so that clients, the public, employees and outside departments are compensated fairly, 
efficiently and accurately.   

The incumbent also helps to safeguard government assets by ensuring compliance with the 
Financial Administration Act (FAA) and Manual (FAM), General Accepted Accounting 
Principles (GAAP), and all applicable other government policies.  

The incumbent assists in the preparation of the yearend working papers and participates 
in ongoing financial projects in conjunction with other activities.  
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The Finance Officer reconciles and analyses General ledger accounts while administering a 
Corporate Visa Card, and performs the monthly reconciliation on the credit cards and 
supporting documentation plus account analysis.  

 

4. RESPONSIBILITIES 
 

Describe major responsibilities and target accomplishments expected of the position.  List the responsibilities 

that have the greatest impact on the organization first and describe them in a way that answers why the 

duties of the position are being performed.  For a supervisory or management position, indicate the 

subordinate position(s) through which objectives are accomplished. 
 

Provides accounting functions to ensure budget controls are maintained by: 

 Verifying the validity of financial reports and assists in preparation of the annual 
reports to ensure accurate reporting into the financial system, and ensures accurate 
reporting procedures as dictated by FAA, FAM and GAAP are followed; 

 Ensuring GN’s budgetary controls are adhered to by reviewing appropriate coding 
and verify through the use of FreeBalance that funds committed are sufficient to 
cover payment, and to contact the appropriate authority is obtained to cover free 
balance spending authorization if problems are encountered; 

 Ensuring adherence to GN Directives, Policies and regulations along with Free 
Balance Procedures Manual and Collective Agreements by thoroughly reviewing 
source documents for compliance.; 

 Validating the source documents and comparing to the appropriate contract and the 
balance in commitments to ensure no budget allocation problems; 

 Following the GN’s robust system of internal control procedures and systems, 
ensuring transactions are processed within established guidelines and 
requirements, failing to do so will expose the GN to increased risk of errors, 
misstatements and fraud; 

 Safeguarding GN’s assets by Maintaining the Departmental Controllable Asset 
inventories and updating this inventory as and when new assets are purchased also 
as  the old assets get disposed; 

 Preparing departmental year-end working papers and reconciliation and other 
standard reports for the departments assigned.  This plays a role in facilitating the 
completion of the Public Accounts of the Government on a timely basis is mandated 
by Nunavut Legislation. 

 

Reviewing and verifying all accounts payable and commitment documents for 
departments to ensure transactions are accurate and complete and made in 
accordance with all Financial directives, Procedures and Collective Agreements by: 

 

 Reviewing and verifying accounts payable and commitment documents for the 
departments of Finance, Family Services and Health to ensure all transactions are 
accurate and complete in accordance with all Financial Administration directives, 
policies, procedures and Collective Agreements. 

 Verifying accuracy of all the documents (including expense vouchers, travel claims 
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etc..) arithmetic calculations, and that the transaction is charged to the appropriate 
account and the coding is accurate; 

 Reviewing supporting documentation to the transaction to ensure that it is 
adequate and relevant to the transaction, and instructions on the payment 
documents are appropriate to the situation; 

 Confirming that the GN policies are mandated so that transactional financial limits 
are within Spending/Payment authority limits established.  The finance officers 
ensure that these limits are adhered to by the signing officials and that signatures 
are valid according to the financial Signing Authority spread sheets and the 
Specimen Signature Records (SSR) on file; 

  Validating as a Central Agency of the Government of Nunavut that the key financial 
and accounting software; used by the GN (FreeBalance); is maintained and 
operating effectively;  

 Maintaining a cheque control sheet for the release of any return to department 
(RTD) cheques and ensure that this control sheet is securely maintained, accurately 
organized and all cheques are signed out by an approve departmental 
representative; 

 Supporting the training of new departmental Free Balance user of all assigned 
Government departments.  

 

Manage and Book all Travel and Accommodations by:  

 Coordinating the travel and administration of a Corporate VISA by making travel 
arrangements for employees and/or analysing all travel made by employees to 
ensure best price is achieved and economical travel is arranged. 

 Ensuring appropriate approval is obtained on all travel and confirm that a budget is 
in place as per Section 44 of the Financial Administration Act before any travel costs 
are incurred; 

 Arranging for travel advance requests to ensure employees are eligible and the 
value of the advance is within the FAM Directive limits; 

 Coordinating the data entry to ensure staff get their travel advance before they 
depart; 

 Auditing supporting documentation with each transaction to ensure that it is 
adequate and relevant to the transaction;  

 Verifying Credit Card coding and completeness of travel claims and signatures 
before processing VISA then post into Access Direct-US Bank System all transaction 
related to travel; 

 Processing VISA authorization to travel claims and signatures before processing 
VISA; 

 Processing VISA authorization to vendors and airlines within established 
procedures; 

 Preparing monthly reconciliation of outstanding VISA accounts and collects backup 
documentation for charges to account; 
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 Monitoring and follows up on any un-reconciled or missing items on VISA 
statement. 

 

5.  KNOWLEDGE, SKILLS AND ABILITIES 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

Knowledge identifies the acquired information or concepts that relate to a specific discipline.  Skills describe 

acquired measurable behaviours and may cover manual aspects required to do a job.  Abilities describe natural 

talents or developed proficiencies required to do the job. 

These requirements are in reference to the job, not the incumbent performing the job. 
 

Ability to use a computerized word processing program, and financial spreadsheets; 
 
Working knowledge of Accounting principles and practices which would be normally 
acquired through two to three years accounting experience 
 
Ability to communicate efficiently orally and in writing,  is required, to enable the 
incumbent to understand and apply applicable accounting principles and practices, to 
process financial transactions, and to explain account transactions to customers and 
staff; 
 
Ability to understand and interpret Government Financial policies, procedures, 
directives and legislated Acts. 
 
Experience in working in a service delivery environment including responding to 
clients, liaising with other branches, other government departments and partner 
organisations/stakeholder groups 
 
Secondary school certificate or an acceptable combination of education, training 
and/or experience (2 to 3 years) relating to the position. 
 
Ability to communicate in Inuktitut is an asset. 
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6.  WORKING CONDITIONS  
 

List the unavoidable, externally imposed conditions under which the work must be performed and which 

create hardship for the incumbent.  Express frequency, duration and intensity of each occurrence in 

measurable time (e.g. every day, two or three times a week, 5 hours a day). 

 

Physical Demands 

 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue or physical stress. 

Physical effects are experienced due to prolonged interaction with computer monitors 
in a sitting position.  Eyestrain, back discomfort and keyboard induced tension, are 
most common. 

 

Environmental Conditions 

 

Indicate the nature of adverse environmental conditions to which the jobholder is exposed, and the frequency 

and duration of exposures.  Include conditions that increase the risk of accident, ill health, or physical 

discomfort. 

The incumbent is not subjected to adverse environmental conditions. 

 

Sensory Demands 

 

Indicate the nature of demands on the jobholder’s senses.  These demands can be in the form of making 

judgements to discern something through touch, smell, sight, and/or hearing.  It may include concentrated 

levels of attention to details though one or more of the incumbents’ senses. 

The incumbent is exposed to long hours working on the computer terminal, which can 
cause fatigue and eye strain. Incumbent is subjected to many interruptions making it 
difficult to focus on details. 

 

Mental Demands 

 

Indicate conditions within the job that may lead to mental or emotional fatigue that would increase the risk 

of such things as tension or anxiety. 

Work deadlines are often tight causing anxiety, stress and/or fatigue; 

Constantly changing management priorities require the individual to be regularly 
reassessing work scheduling and priority setting. 
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7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

Supervisor, Accounts Payable (03-10020) 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date   

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

I certify that this job description is an accurate 

description of the responsibilities assigned to the 

position. 

  

  Deputy Head Signature 

 

  

Date 

 

I approve the delegation of the responsibilities outlined herein within the context of the attached organizational 

structure. 

 

 

 

8.  ORGANIZATION CHART 
 

Please attach Organizational Chart indicating incumbent’s position, peer positions, subordinate 

positions (if any) and supervisor position. 

 

 

“The above statements are intended to describe the general nature and level of work being 

performed by the incumbent of this job.  They are not intended to be an exhaustive list of 

all responsibilities and activities required of this position”. 


