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Job Purpose

To ensure the consistent application of accounting principles as required by the Canadian Institute of Chartered Accountants to the data on which the University financial statements for the annual audit are prepared and presented to the Finance and Property/Audit  Committees of the Board and for the approval of the Board of Governors.  To provide assistance to employees of the University in the application of accounting principles when processing transactions and provide advice to the Trent community in the proper accounting of “unusual” situations the faculty and staff encounter when dealing with accounting issues with which they are unfamiliar.  Establish/ monitor accounting controls to ensure the consistent application of accounting principles which will result in the accurate processing of information for users of the financial statements.  Design and maintain the general ledger account structure from which reports and requests for information will be required by users (within the accounting, administrative and faculty departments).  To participate and/or preside in meetings between departments on ongoing developments/ improvements in processes involving Financial Services and in the absence of the AVP, Financial Services, participate in meetings.  Coordinate staff resources and system conversions to implement change.  Oversee the Student Accounts office providing direction, researching and recommending policy changes and maintaining the billing tables used to charge student registration charges and miscellaneous fees.

Key Activities

1. Organize the workflow of accounting services/ student financial services by identifying peak work periods, understanding the impact on the departments as a result of policy changes, procedural changes, or system changes to ensure the timely processing of information and administer the necessary requests for additional labour and/or reallocate the assignments of existing employees to meet priorities and deadlines.

2. Inform staff/ individuals external to the University of Trent University’s accounting policies and procedures by evaluating requests to determine the correct action given the individual circumstance.  These requests often require knowledge of Revenue Canada Policies and regulations from personal income tax questions to GST and PST and as of July 1, 2010 HST.  Policies and procedures are interpreted and decisions must be made to seek further information or clarification to ensure the inquiring individual has received the appropriate information for their query.

3. Appraise the performance of the Accounting services personnel (Supervisor of Accounting Operations (exempt), student account representatives (3 FTE OPSEU) assistant manager of accounting services (OPSEU), restricted fund accountants (3 FTE OPSEU), research accounting clerk (OPSEU), by preparing performance appraisals to develop employee performance.

4. Search transactions/reports/general ledger accounts/ processes/etc by understanding the processes of the system formation of reports to provide solutions to errors or identifying where the corrective action must be taken and determining what is the corrective action if required.  This may require extensive investigation and coordination with technical services and the Datatel software support personnel to work toward and implement a solution.  Billing of student accounts and development of billing tables and rules.

5. Conduct/ collaborate meetings to identify more efficient means of processing student information and financial accounts to better service student and departmental needs. Implement changes in policies and procedures that affect accounting data and the processing of accounting information by deciding the changes which will have the most impact and should be implemented on a priority basis.

6. Implement changes in policies and procedures that affect accounting data and the processing of accounting information by deciding the changes which will have the most impact and should be implemented on a priority basis.

Analytical Reasoning
Ability to write and promote new university policies:  billing, research expense, expense re-imbursement for Board of Governor’s approval.  Ability to co-ordinate financial reporting under multiple accounting guideline requirements (research agencies, MTCU (Ministry of Training, Colleges, and Universities), CICA (Canadian Institute of Chartered Accountants, CCRA(Canada Customs and Revenue Agency) including satisfying and reporting back on multi-agency audit requirements

Work example:

Third party software is interfacing with general ledger data – must be able to identify the appropriate information to be interfaced, assess the impact on the general ledger structure and subsequent reporting requirements ensuring appropriate references and controls exist to provide verification and error detection on information being transferred to be able to provide satisfactory audit support for external auditors and account reconciliations.  

Analytical reasoning is required to assess what information is needed and how processes work together or independently to analyse and report on data and account reconciliations.

Decision Making

Where questions on deviations are made from policy, this position is responsible for ensuring appropriate research and documentation is available to meet internal controls and audit evidence to substantiate the need to deviate from policy.  The decision on what is and is not acceptable audit evidence when alternative methods are followed yet still meet the control requirements and objectives of policy and reducing risk of loss to the University.

Impact

Failure to satisfy research funding agencies of appropriate internal controls and reporting requirements, research funding may be suspended or cancelled 

When expenses are claimed and reimbursed, an inappropriate decision on what is and is not acceptable documentation may result in requiring funds to be returned to the University or research funds granting agency.  University funds would be at risk and audit opinion may be negatively impacted if internal controls are not maintained.  

If third party software application developments are not satisfactory for external audit purposes to support transactions, further cost to the university in re-development and lost time in responding to requests for information may result.

Student billing impacts all students, staff and the University image if a decision to proceed with billing is done without proper collaboration between departments to identify data integrity issues and have them resolved before student statements are distributed.  Failure to take action to correct process and procedures would perpetuate errors and impact revenues.

Education Required

Honours University Degree (4 year). Chartered Accountant or other professional accounting designation.

Experience Required

· 5 to 6 years post qualification of an accounting designation managing a divers, multi-faceted accounting service including related distributed electronic business systems.

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 
· Manager, Accounting Operations 

· Manager, Restricted Funds & General Accounting 
· Assistant Manager, Accounting Services


· Restricted Funds Accountants



· Accounting Clerk






· General office help - students
Indirect Responsibility for the Work of Others: 

· Accounts Receivable Clerks
All positions have various levels of data entry to the general ledger and data integrity of input must be maintained – controls around input and reconciliations of data an important part of ensuring appropriate internal controls and training and documentation of employee responsibilities.

Communication

Internal:
· Department heads/ secretaries- interpretation of policies and procedures

· Research account holders/ trust account holders- establishing accounts with University, requesting advances- interpretation of policies and procedures

· Staff/faculty- personal tax information- Revenue Canada guidance

· Computer services department/ personnel- prioritizing tasks – implementing changes and processes impacting the student receivables and general ledger

External:
· Students/ parents- complaints on policies/ procedures

· Government representatives- GST returns processing, revenue Canada forms filing

· Banking representatives- implement new programs, establish procedures, problem resolution

· External auditors- internal/ external audits clarification of accounting interpretations

· Research grant funding agencies – financial and audit staff

· Media- information on student fees

· Other universities- various personnel- research, other procedures, continuing implementation of Datatel products and enhancements

Motor/ Sensory Skills

· Dexterity - Using windows programs, operating a mouse on a PC and spreadsheet, word processing editing, data files for interfacing to general ledger and maintain integrity of information.


· Visual - Seeing all information on computer screens/ reports which may be incorrect or pertinent in interpreting information to provide the correct analysis


Effort

Mental:
· Sustained concentration - Required to work through system and accounting issues and problems to identify consequences, areas affected, to come to appropriate resolution while dealing with interruptions requiring immediate attention – including student billing design and testing impacting revenues and tax forms.

· Focus, seeing - Reading material/ reports/ documentation computer screen in analyzing problems- editing computer files for proper interfacing to general ledger.

· Listening - Required to resolve problems, understand emerging issues, ask appropriate question for clarification.

Physical:
· Sitting - Periods of long exposure working on computer.
Working Conditions
Psychological:
· Conflicting work priorities

· Changing deadlines/ time pressures

· Interruptions

· Multiple competing demands
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