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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

12-10115  Finance Clerk 12-10740, Senior Finance Officer  

 

Department Division/Region Community Location 

Nunavut Housing 
Corporation 

12000-01 Iqaluit Directorate Office  

 

Fin Code: 03300-01-1-111-0302004-04-???? 

 
2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 
 
Finance Clerks provide entry level accounts payable and accounts receivable services in terms of data 
entry, verification and basic reconciliation as well as assigned general administration services, in 
accordance with established policy, procedures and financial controls, to ensure accurate and timely 
processing of transactions and effective client services, in accordance with the financial goals of the 
Government of Nunavut.  
 

 
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? 
 
Finance Clerks impact the timeliness and accuracy of accounts payable and accounts receivable 
information.   
 
Positions impact timely and correct payments to employees and suppliers, accurate financial reports for 
management decision making at the Department level, and the reputation of the Department and the 
Government of Nunavut internally and externally. 
 
Assigned administrative responsibilities such as travel and contacts with internal and external service 
providers and stakeholders impact cost effective arrangements, client satisfaction, effective relationships, 
and work unit effectiveness. 
 

 
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. 
 
Operational Infrastructure Development: 
 
Not applicable. 
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Financial Responsibilities: 
 
Processes financial transactions such as accounts payable, accounts receivable, petty cash, receipting  
or travel documents, in accordance with established financial policy and procedures.  Verifies they are 
complete and accurate in terms of calculations, signatures, commitments, data on expense vouchers, 
coding, supporting documentation or pricing prior to system entry.  Identifies and notifies the supervisor of 
errors and omissions. 
 
Maintains control documents, such as ‘BF’ (bring forward) files, tracking logs of invoices and financial 
documents which need follow-up, the Local Contract Authority (LCA) and other books, registers and lists.. 
 
System Entry and Operations: 
 
Enters data from source documents in the Free Balance financial system with minimal errors, after 
appropriate authorizations and information has been obtained.  Generates reports to verify data and 
coding, and conducts basic reconciliations and highlights discrepancies. 
 
Advisory Services: 
 
Advises the supervisor or more senior financial staff of system errors or equipment malfunction. 
 
Investigation, Research, Analyses, Studies and Projects: 
 
Searches electronic and hard copy records to obtain requested financial information, and to gather and 
compile supporting documentation.   
 
Documentation: 
 
Produces a variety of financial and administrative documents (e.g., payment and commitment documents, 
general receipts, inventories, leave & attendance, purchasing).   
 
Contacts/Representation: 
 
Consults with staff in the department and other government departments, suppliers, contractors or the 
general public to provide or obtain routine financial or program related information.     
 
Records Management: 
 
Maintains complete and accurate files, retrieves and returns files as requested.  Provides assistance in 
the filing, year-end storage, destruction and archiving of records.   
 
Other Services: 
 
Provides assigned support in accordance with established procedures.  This may include but not limited 
to:  processing incoming and outgoing mail; distributing cheques; providing receptionist/front desk  
services; ordering supplies; maintaining inventories, attendance registers, telephone and other lists; 
arranging repairs or maintenance of office equipment; ensuring office equipment and file cabinets are 
locked at the end of the day; photocopying; typing and proofreading letters, reports and other documents.  
Provides assigned back-up support, and assists staff during peak periods. 
 
Coaching/Supervision: 
 
Not applicable 
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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. 
Job Content 
 
Methods, techniques and practices of basic financial administration, including accounts payable, 
accounts receivable, file/information/document/records management, time management, data input, and 
verification.  
 
Methods for using a personal computer and various applications (e.g., word processing, spreadsheets, 
databases).   
 
Awareness of Inuit Societal Values.  
 
Basic knowledge of financial and other systems. 
 
Basic understanding of Government of Nunavut organization, and of the assigned Department, its 
services, programs and funds administered.   

 
Skills and Abilities 
 
Basic numeracy skills. 
 
Verification skills. 
 
Attention to detail.  
 
Effective verbal and listening skills. 
 
Interpersonal skills. 
 
Ability to follow procedures, in a limited number of areas, and apply them consistently (e.g., finance, 
filing, administration), with clear instructions. 
 
Ability to work in a team environment. 
 
Ability to enter data into systems, accurately and efficiently and generate financial reports. 
 
Qualification Requirements: 
 
Typically,  the above  knowledge, skills and abilities, would be attained through the following: 
 

 Normally acquired through a High School diploma. 
 

 Minimum of 1 year of general office experience. 
 

 Experience in using a financial accounting system would be considered an asset. 
 

 Experience in using word processing applications, databases or spreadsheets would be 
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considered a definite asset. 
 

An acceptable combination of related education, training and experience may be considered. 
 
This is a Position of Trust. 
 

 
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 effort is required when sitting for extended periods to enter financial data and review/verify 
transactions for accuracy and compliance.  Extended periods of sitting to work at a computer or 
calculator can result in exposure to muscle and eye strain.  

 
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. 
Works in a traditional office environment, with exposure to multiple demands, competing priorities and 
deadlines, and the requirement to respond to requests for service, information, etc. which may pose risk 
of stress-related illness; eye strain from exposure to glare from a video screen; and muscle strain for 
sitting and keyboarding for extended periods of time. 

 
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. 
Substantial amount of time in front of a computer terminal and reviewing financial documents.  There is a 
requirement for accuracy requiring a significant concentration and attention to detail which can contribute 
to eyestrain and other physical discomforts.  

 
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. 
Pressure to meet deadlines (particularly during key times of the year such as month-end and year-end) 
while maintaining reasonable financial control.  
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7. CERTIFICATION 
 

 
 
_______________________________________ 
Employee Signature 
 
 
 

Printed Name 
 
 
 

 
 
 

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”. 


