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Accounts Receivable Clerk 
SUMMARY: 

This is a full-time position reporting to the Accounts Receivable Manager.  The Accounts Receivable Clerk will be 
responsible for day to day receivables management, collections as well as assisting with some ad hoc 
reporting/projects.  

KEY RELATIONSHIPS 

INTERNAL RELATIONSHIPS 

 Reports to the Accounts Receivable Manager
 The Clerk works closely with the entire AR Team, including other departments within organization.
 Works closely with: Leasing Team, Invoicing Team and Finance Teams

EXTERNAL RELATIONSHIPS 

 Clients

RESPONSIBILITIES:  

The clerk will perform all the following duties: 

 Make daily B2B collection calls on outstanding receivables through telephone and email communication
 Prepare and maintain various reports
 Prepare credit memos on invoices when justified
 Perform other office related tasks such as text processing, filing physical and electronic documents and

record keeping, send faxes, photocopies/scan, etc.
 Respond to customer information requests and solve related issues
 Provide support to other department members as required
 Perform any other related task assigned by the Manager

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

 Attention to details and high degree of accuracy
 Strong time and priority management skills
 Skills in problem solving, oral and written communication, able to do a translation, teamwork
 Sense of organization and independence
 Knowledge of ERP systems will be considered an asset
 Escalates accounts and issues according to Collections policies & procedures
 Able to work outside of normal working hours, when required
 Computer:  MS Office Suite, Outlook, web based systems

MINIMUM JOB REQUIREMENTS: 

 Minimum of 2 years in collections and accounts receivables
 Solid understanding of basic accounting principles, credit practices & collections
 Must display a high professional manner, along with sound judgment and decision making skills
 You are comfortable working independently and within a team environment

Pattison Sign Group offers benefits, a competitive salary and is committed to the Employment Equity program. 

If you are interested in applying for this position, please forward your résumé to HR at hr@pattisonsign.com on or 
before 5:00 pm Friday June 29, 2018.   
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