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JOB PURPOSE:
Reporting to the Director, Finance Operations & Client Services, with a secondary functional relationship to the Director, Strategic Procurement & Compliance, the Assistant Director, Procurement Reporting & Payables provides leadership and operational oversight for the accounts payable operations and a procure-to-pay (P2P) framework, including payment program administration, compliance oversight, and related reporting and analytics.
They are responsible for ensuring the integrity, efficiency, and compliance of end-to-end payment processes, including supplier payments, employee reimbursements, corporate card programs, and related financial controls. The role serves as the institutional subject matter expert in procurement and payables compliance, ensuring adherence to Broader Public Sector (BPS) Procurement Directives, BPS Accountability Act, applicable legislation, tax requirements, University policies, and internal control frameworks.
The Assistant Director leads the development and implementation of reporting, analytics, and continuous improvement initiatives that enhance operational effectiveness and support informed decision-making. The position also plays a key role in advancing digital transformation, process redesign, change management initiatives, and client adoption of procure-to-pay technologies.  Works collaboratively across the University and with external vendors and partners.
As a member of the Finance management team, the Assistant Director, Procurement Reporting & Payables contributes to strategic planning, policy development, audit readiness, risk mitigation, and the delivery of exceptional client service across the University community.
Key Activities:
Operations Leadership
· Provides leadership and operational oversight for all accounts payable operations, ensuring timely, accurate, secure and compliant processing of supplier invoices, employee expense reimbursements, and other non-salary payments.
· Oversees payment processing activities utilizing multiple payment methods, including EFT, wire transfers, virtual payments, purchasing cards, and cheques.
· Monitors workflow, service levels, and operational performance to ensure adherence to established standards and timelines.
· Identifies opportunities to streamline processes, improve automation, and enhance service delivery throughout the procure-to-pay lifecycle.
· Supports the implementation and optimization of procure-to-pay technologies and systems.
Compliance and Internal Controls
· Serves as the University's functional lead for procure-to-pay compliance, maintaining expertise in applicable legislation, tax regulations, trade agreements, and Broader Public Sector Directives.
· Oversees compliance with HST and other indirect tax requirements, ensuring accurate reporting, remittances, and supporting documentation.
· Develops, maintains, and monitors internal controls that safeguard University assets and support the integrity of financial data.
· Identifies operational risks, compliance concerns and control gaps, and recommends mitigation strategies.
· Reviews procure-to-pay activities to ensure adherence to University policies, procedures, and delegated authorities.
· Monitors emerging regulatory and legislative changes and develops implementation strategies as required.
· Establishes and maintains policies and procedures that ensure effective financial controls and operational consistency.
Financial Analysis, Reporting and Performance Measurement
· Leads the development and delivery of procurement and payables reporting, analytics, and performance measures to support operational and strategic decision-making.
· Produces and analyzes reports related to expenditures, rebates, supplier activity, encumbrance monitoring, payment trends, and compliance metrics.
· Develops and maintains dashboards, report templates, and data visualization tools to support Finance and broader institutional reporting needs.
· Provides analytical support to Finance leadership through data mining, trend analysis, forecasting, and performance measurement.
· Monitors corporate card program activity and compliance, identifying opportunities to enhance controls, expand program utilization, and leverage virtual payment solutions.
· Develops key performance indicators, metrics, and monitoring tools to evaluate service delivery, compliance, and operational effectiveness.
· Leverages data analytics to identify efficiencies, continuous improvement opportunities, and strategic recommendations.
Audit and Year-End Support
· Leads preparation of documentation and supporting schedules for interim and annual external audits related to accounts payable activities.
· Supports audit requests and ensures timely completion of audit requirements.
· Prepares variance analyses, account reconciliations, operational narratives and supporting documentation as required.
· Ensures policies, procedures, and process narratives remain current and audit ready.
Stakeholder Engagement and Client Service
· Serves as a senior resource to faculty, staff, and administrative departments on procure-to-pay processes, compliance requirements, and policy interpretation.
· Resolves complex, sensitive, and escalated vendor and stakeholder issues while maintaining positive relationships and protecting the University's reputation.
· Develops and delivers communications related to policy updates, procedural changes, compliance requirements, website content, system enhancements, and other material that will support stakeholder adoption and understanding of procure-to-pay processes, methodologies and enabling technologies.
· Builds collaborative relationships with internal and external stakeholders to support operational objectives and service excellence.
· Represents Financial Services on institutional committees, working groups, and external professional networks and consortiums.
Leadership and People Management 
· Provides leadership, direction, coaching, and mentorship to Accounts Payable staff, fostering a culture of service excellence, accountability, collaboration, and continuous improvement.
· Leads workforce planning, talent management, workload allocation, recruitment, performance management, and succession planning activities within the Accounts Payable function, ensuring resources are aligned with operational priorities and service objectives.
· Establishes performance expectations and service standards and monitors team effectiveness through relevant metrics and reporting.
· Conducts performance evaluations and supports employee growth and professional development.
· Ensures staff maintain current knowledge of legislative requirements, University policies, payment technologies, and best practices.
Continuous Improvement
· Contributes to the development and execution of Financial Services strategic priorities and operational plans.
· Leads or participates in projects related to process redesign, digital transformation, automation, and operational modernization.
· Provides subject matter expertise for system implementations, upgrades, testing, and process optimization initiatives.
· Evaluates procure-to-pay trends, emerging technologies, and industry best practices, recommending enhancements to programs, policies, and procedures.
· Develops and delivers training programs, information sessions, tools, and educational resources that promote efficient and compliant procure-to-pay practices across the University.
· Targets change management initiatives related to process improvements, systems implementations, and organizational priorities.
Other  
· Contributes subject-matter expertise to system upgrades and project teams as required.  Manages special projects as required. 
· Member of the management team contributing to the development and implementation of the strategic direction of the Finance team. 
Education Required:
· University honours degree (four-year) in Accounting, Business Administration, Supply Chain Management, or a related discipline, or an equivalent combination of education, professional certifications, and progressively responsible experience.
· Professional designations such as CPA, CSCMP/SCMAO, or other relevant finance, procurement, or supply chain credentials are considered assets.
Experience/Qualifications Required:
· Seven (7) years of progressive experience in procurement, accounts payable, financial operations, or a related field, preferably within a post-secondary or broader public sector environment. 
· Five (5) years of leadership or supervisory experience, preferably in a unionized environment. 
· Demonstrated knowledge of BPS Directives, Trade Agreements, and financial controls. Legislative and regulatory interpretation skills imperative.
· Experience leading process improvement, system implementation, digitization, or change management initiatives. 
· Extensive knowledge and experience of procure-to-pay (P2P) processes and payment operations, including the interconnected workflows, controls, and stakeholder responsibilities that support effective service delivery of a P2P model across the University.
· Strong understanding of accounts payable processes, supplier management, tax compliance, and financial reporting. 
· Advanced analytical and problem-solving skills with demonstrated experience utilizing financial and operational data to drive decisions. 
· Advanced proficiency in Microsoft Excel and experience with ERP systems (e.g., Ellucian Colleague) and payment management technologies. 
· Proven ability to manage multiple priorities, meet deadlines, and maintain a high degree of accuracy and confidentiality. 
· Strong interpersonal, communication, relationship management, facilitation, and presentation skills, with the ability to effectively engage and collaborate with diverse stakeholders.
· Demonstrated commitment to customer service excellence and continuous improvement. 
· Ability to manage multiple priorities in a complex and dynamic environment.
· Competence to influence stakeholders, lead change, and build collaborative partnerships. 
· Project management experience is considered an asset. 
· A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
Direct Responsibility for the Work of Others
· Accounts Payable Advisors (OPSEU)
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