
POSITION DESCRIPTION

POSITION:
OFFICE ADMINISTRATOR/FINANCE CLERK (ACCOUNTS RECEIVABLE)
INCUMBENT:


ORGANIZATION:
TOWN OF POUCH COVE

DIVISION:

ADMINISTRATION

LOCATION:

POUCH COVE, NEWFOUNDLAND

DATE:

OCTOBER 2026 

PRIME RESPONSIBILITY

Reporting to the Director of Corporate Services, as Office Administrator/Finance Clerk (Accounts Receivable), the position is responsible for the provision of administrative support, including information management, accounts receivable, collections, roll maintenance and related duties.

ACCOUNTABILITIES

This administrative position is responsible for assisting the Chief Administrative Officer and Director of Corporate Services with responsibility related to accounts receivable, collections, roll maintenance and for performing clerical duties such as maintaining the filing system, handling mail, answering and directing phone calls, and meeting and greeting visitors and clients.
KEY TASKS:
1. Performs duties relating to the maintenance of the assessment roll by following
 established practices, procedures and specific instructions.  Prepares and submits an
 assessment request listing to Municipal Assessment Agency as required, for new
 residential and commercial construction as well as for upgrade, extension or subdivision
 of properties.  Maintains regular contact with the Agency regarding property values and ownership issues. Liaises with law offices and other parties regarding tax positions, issues tax certificates and compliance letters, verifies ownership and address information.

2. Provides cashier services by accepting payments at the counter, electronically or via
 mail, in accordance with the various payment methods used by the Town and issuing
 accurate receipts for these payments. Contributes toward safekeeping of Town funds by
 maintaining continuity of receipts, making correct change, counting cash, balancing and
 accounting for all monies received.  Prepares daily bank deposits using the
 prescribed format and verifies totals processed through the general ledger receipt/deposit
 clearing account.  Maintains and safeguards cash floats and petty cash.  Tr
3. Provides accounts receivable services by participating in generating and posting the annual tax levy and the mailing of invoices.  Maintains residential, commercial and other accounts receivable records including permit fees and summer programs billings and payments. Prepares various interim bills for taxes and fees including supplementary assessment charges. Updates mortgage holders’ interests in customer properties per bank advisories and provide billing information to mortgagors. Calculates and applies discounts in keeping with established policies. Creates new customer accounts and maintains existing account information.  Investigates and redirects mail returned to Administration and updates address records as required.  Provides collection services for past due accounts.
4. Under the direction of the Chief Administrative Officer and Director of Corporate Services, assists in budget preparation as required by compiling data in a prescribed format.

5. Liaises with various external stakeholders providing both verbal and written information, to financial institutions, law offices, government departments and agencies, developers, appraisers and residents.  Provides access to information considering public versus privacy concerns.

6. Provides receptionist/switchboard duties as required from time to time.

7. Performs related clerical functions, including answering phones, filing, maintaining and operating office equipment, completing monthly fuel reports, greeting/servicing customers, etc.

8. Contributes to the efficiency of administrative activities by assisting with special projects such as documenting policies and procedures, forms development and other related duties for which the incumbent is deemed competent.

9. Maintains filing system that is easily accessed by the Chief Administrative Officer and other members of the Management Team, including files of a confidential and sensitive nature.
10. Opens, examines and distributes all incoming mail for Council and Staff.

11. Supports the general management, operations, and monitoring of the Town as requested.
12.  Other related duties as required.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

· Knowledge of general accounting principles and practices.
· Knowledge of accounting software applications such as Town Suite.
· Knowledge of various computer software such as Microsoft Office Suite.
· Skills in establishing and maintaining effective working relationships with town staff, Council and the public.
· A team player 
· Excellent computer skills
· Excellent interpersonal skills
· Good organizational skills and communication skills
· Ability to deal with others in an effective, respectful and informative manner
· Ability to appropriately handle sensitive and confidential information
· Knowledge of the Towns and Local Service Districts Act and Assessment Act, 2006 (asset)
· Knowledge of department and Council policies. (asset)
EDUCATION AND EXPERIENCE
Completion of a diploma/degree program in Office or Business Administration, Accounting, or another equivalent program of studies. 

Specific skills and experience in the general area of accounting or accounts receivable are essential. 

Experience and understanding in the maintenance of a municipal assessment roll, or other certification or training in municipal administration would be considered definite assets.

Excellent verbal and written communications skills including ability to effectively communicate with internal and external stakeholders.
Ability to establish and maintain a professional effective working relationship with other departments, Town officials and the public.
Ability to work independently and as part of a team.
Experience in a municipal work environment is preferred.
A valid Royal Newfoundland Constabulary Code of Conduct and Vulnerable Sector Check shall be required prior to an offer of employment.
APPROVALS:

ACKNOWLEDGED:




DATE: _______________





Incumbent

APPROVED:






DATE: _______________




Chief Administrative Officer


