
 

 

 
ROLE:    Accounting Clerk  REPORTING TO:  Corporate Controller 
 
         Effective immediately, please submit your resume and cover letter online to hr@pckip.com 
 

PRIMARY SUMMARY:  
This position will be responsible for all accounts payable/receivable transactions. Maintains financial information, 
files and records for the purpose of ensuring the availability of documentation and compliance with established 
policies. Records, updates and reconciles related financial information and provides general accounting support.   
 
RESPONSIBILITIES INCLUDE BUT NOT LIMITED TO: 

 Enter office expenses into Netsuite 

 Post retainer invoices 

 Accounts Receivable, including collection, reporting and entering in Netsuite 

 Accounts Payable 

 Replenish CIPO account/Reconcile CIPO account 

 Reconciles bank statements by comparing statements with general ledger 

 Protects organization's value by keeping information confidential 

 Updates job knowledge by participating in educational opportunities 

 Any other tasks that are assigned from time to time 
 
QUALIFICATIONS 
Successful applicants will have the following attributes: 

 Proficient in Microsoft Office skills, specifically Excel 

 Netsuite and Patricia Experience an asset 

 Background in Trust Accounting is an asset  

 Positive attitude, a passion to succeed, surpasses expectation, flexible and able to adapt to change 

 Ability to work effectively under pressure and meet quick deadlines 

 Advanced skills with Microsoft Office 

 Client service skills, having the ability to communicate clearly and professionally 

 Exceptional interpersonal skills and verbal/written communication skills 

 Ability to interact with others and also work autonomously 

 Attention to detail is critical 

 Well organized and the ability to prioritize work 

 Career orientated, willing to develop and grow with the organization 
  
PCK is an equal opportunity employer committed to creating a diverse environment for all employees and job 
applicants.  
 
Accommodation is available on request for candidates taking part in all aspects of the selection process.  
We thank all applicants for their interest, however, only those selected for further consideration will be contacted.   
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