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	WHITESAND FIRST NATION

P.O. Box 68 *  ARMSTRONG, ONTARIO *  P0T 1A0

PHONE 807-583-2177 & 807-583-2238

FAX 807-583-2170





Whitesand First Nation is seeking two individuals to perform duties as Accounts Receivable/Payable and Payroll Clerk.  These are full-time positions.
 Accounts Receivable/Payable and Payroll Clerk Job Duties:

· Prepares work to be accomplished by gathering and sorting documents and related information.

· Pays invoices by verifying transaction information; scheduling and preparing disbursements; obtaining authorization of payment.

· Obtains revenue by verifying transaction information; computing charges and refunds; preparing and mailing invoices; identifying delinquent accounts and insufficient payments.

· Collects revenue by reminding delinquent accounts; notifying customers of insufficient payments.

· Prepares financial reports by collecting, analyzing, and summarizing account information and trends.

· Maintains accounting ledgers by posting account transactions.

· Verifies accounts by reconciling statements and transactions.

· Resolves account discrepancies by investigating documentation; issuing stop payments, payments, or adjustments.

· Maintains financial security by following internal accounting controls.

· Secures financial information by completing data base backups.

· Maintains financial historical records by filing accounting documents.

· Contributes to team effort by accomplishing related results as needed.

· Maintain and update employee information, such as records of employee attendance, leave and overtime to calculate pay and benefit entitlements, using a computerized systems

· Prepare and verify statements of earnings for employees, indicating gross and net salaries and deductions such as taxes, union dues, rent, fuels, garnishments and insurance and pension plans

· Prepare, verify and process all employee payroll related payments, including regular pay, benefit payments, and special payments such as bonuses and vacation pay

· Complete, verify and process forms and documentation for administration of benefits such as pension plans, leaves, share savings, employment and medical insurance

· Prepare payroll related filings and supporting documentation, such as year-end tax statements, pension, Records of Employment and other statements

· Provide information on payroll matters, benefit plans and personnel policy provisions

· Compile, review, and monitor statistical reports, statements, and summaries related to pay and benefits accounts

· Prepare and balance period-end reports and reconcile issued payrolls to bank statements

· Prepare and balance T4’s for year end processing

· Identify and resolve payroll discrepancies

· May be responsible for the development or implementation of payroll policies, procedures or processes.
Accounts Receivable/Payable and Payroll Clerk Skills and Qualifications:

Administrative Writing Skills, Organization, Data Entry Skills, General Math Skills, Financial Software, Analyzing Information, Attention to Detail, Thoroughness, Reporting Research Results, Verbal Communication, Experience in Simply Accounting and Microsoft Office programs.

A full benefit package is available and salary will depend on experience and qualification.  Please submit covering letter, and resume outlining qualifications, along with 3 references and by mail, or email or dropped off at Band office by Friday, June 5, 2026 @ 12 pm EST.

Attention:    
Colleen Lavoie, PO Box 68, Armstrong, Ontario P0T 1A0



Email: colleen.lavoie@whitesandfirstnation.com
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