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Job Title: 		Student Accounts Billing Coordinator
Job Number:			A-509 | VIP: 2035		
Band:			OPSEU-9				
Department: 			Financial Services						
Supervisor Title: 	Director, Finance Operations & Client Services
Last Reviewed:			June 24, 2026

JOB PURPOSE:
[bookmark: _Hlk202871166]The Student Accounts Billing Coordinator coordinates all aspects of student and third-party sponsorship billings. This role ensures compliance with the Ministry of Colleges and Universities (Ministry) as well as Trent University policies. The role advises across billing processes, supports complex issue resolution, and process improvements while collaborating with internal departments and external stakeholders. 
[bookmark: _Hlk202871276]The Student Accounts Billing processes and reconciles student group levy payments, and works with the Accounts Receivable Advisor in executing all billings-related processes. They also work collaboratively with the broader Financial Services team and other University departments to ensure accurate, high-quality service. 
Key Activities:
Student Billings
· Ensures University compliance with all Ministry legislation, regulations and guidelines regarding post-secondary student billings, including the Ministry’s Tuition Fee Framework and non-tuition fee protocols.
· Creates, updates and maintains billing tables to include approved tuition, ancillary, levy and miscellaneous fees.
· Reviews, analyzes, and tests billing tables and billing scenarios for each academic term and category of student. Works closely with IT to ensure the accuracy of system calculations and application of billings rules.
· Coordinates the process for determining, reviewing, and obtaining Provost and/or Dean approvals for allowable program fees.
· [bookmark: _Hlk202875174]Manages student billings, invoicing, and student tax forms (T2202’s and T4A’s) including process improvements and ensuring the accurate and timely upload of forms to the CRA portal. Reviews large datasets during billing and tax processing to identify registration errors that impact student billing and tax calculations.
· Provides direction for correction of data to various departments, as appropriate, to ensure data integrity and system accuracy.
· Responsible for reporting including data submission of fee information to Statistics Canada and Ministries.
· [bookmark: _Hlk202876740]Responsible for processing of interest to students’ accounts and maintaining fee schedules on the website. 
· Prepares Student Accounts and Billings reports as needed.
· Supports the Student Accounts team in understanding billing processes and procedural updates, enabling them to effectively respond to student billing questions and concerns.
· Other duties as assigned.
Student Group Levies
· [bookmark: _Hlk202875399]Oversees payments to student groups of levy fees billed and collected. Conducts a comprehensive review and analysis, summarizing registration information and levy fee collections. 
· Maintains accurate records and provides reporting of levy fee collections, payments disbursed and any related financial transactions. 
Reconciliation and Reporting
· [bookmark: _Hlk202875853]Reconciles accounts receivable sub-ledgers (monthly and annually).
· Reviews tuition fee revenue for reasonableness each term, investigating significant anomalies and documenting findings or making corrections as applicable.
· Performs regular student billings system maintenance including archiving records and clearing past due balances. 
· Prepares annual reasonableness assessment of tuition fees as part of the external year-end financial statement audit.
· Assists with the year-end audit preparation related to student billings, including deferred revenue.
· Assists with Bad Debt Calculation
Sponsored Accounts
· [bookmark: _Hlk202876550]Provides guidance to faculty, staff and students for all aspects of third-party student sponsorship functions.
· Develops, cultivates, and maintains solid long-term relationships with sponsors to maximize program success.
· Creates and executes comprehensive communication plans for students and sponsors regarding deadlines, policies, and program updates.
· Responsible for sponsorship program communication and sponsorship relationship management to maximize sponsorship opportunities for the University.
· Oversees the sponsored account and billing processes including reviewing, interpreting, and validating sponsored billing authorizations and conducting monthly reconciliation of sponsored student accounts.
· Provides sponsored account management including making independent decisions regarding applying late fees and restrictions, managing financial holds, removing/refunding fees, enforcing privacy policies and student and sponsor communication.
· Liaises with sponsors, First People House of Learning, and Indigenous Student Success Coordinator to support the sponsorship program.
Education Required:
· Honours Bachelor’s Degree in E-Commerce, Business or Computer Science.
Experience/Qualifications Required:
· Three (3) years of experience in an intermediate finance position required including experience with management and manipulation of complex datasets.
· Familiarity with University policies, procedures, and funding as well as working knowledge of functional aspects of student registration, billing, and accounts receivable an asset.
· Strong technical proficiency with writing logical computer rules and computed columns.
· Strong communication and interpersonal skills with a focus on providing exceptional customer service.
· Self-motivated, with exceptional problem-solving, time management, project management and process improvement skills.
· Excellent accuracy and attention to detail.
· Ability to maintain confidentiality with knowledge of privacy rules as they apply to the public sector.
Job Number: 	Page 1 of 2	Last Edited: February 3, 2021

Job Number: A-509 | VIP: 2035	Page 1 of 7 	Last Edited: June 24, 2026
image1.png
TRENT 8

UNIVERSITY




