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Accounting Clerk 
Kelowna, BC 
 
Remuneration: Competitive Hourly Wage 
Status: Full-time 
 
Job Summary: 
We are currently seeking talented individuals to join us as an Accounting Clerk. As a n Accounting Clerk, you will 
provide financial, administrative and clerical services, and ensure accuracy and efficiency in full cycle A/R, A/P, 
and payroll. 
 
Duties & Responsibilities: 
•Keep track and process accounts and incoming payments in compliance with policies and procedures 
•Perform day to day financial transactions including verifying, classifying, computing, posting and recording 
accounts receivable data 
•Reconcile vendor statements, verify discrepancies and resolve clients' billing issues 
•Ensure accounts payable information is gathered accurately and timely, enter invoices in accounts payable 
program, and reconcile PO's with A/P invoices. 
•Prepare and perform check runs 
•Maintain payroll information by collecting, calculating, and entering data 
•Resolve payroll discrepancies by collecting and analyzing information 
•Facilitate payment of invoices due to the organization by sending bill reminders and contacting clients with 
outstanding accounts 
•Provide accounting and clerical support to the accounting department 
•Type accurately, prepare and maintain accounting documents and records 
•Provide assistance and support to company personnel 
•Ensure the confidentiality and security of all financial and employee files 
•Perform other duties as assigned and deemed necessary 
 
Qualifications: 
•2+ years of accounting experience 
•High School Diploma or equivalent 
•Post-secondary education is considered an asset 
•Familiarity with basic accounting procedures 
•Must possess a high level of moral judgement for handling confidential information and monetary transactions 
•Competency in MS Office, databases and accounting software 
•Strong organizational skills and attention to detail 
•Strong diplomatic, negotiation and conflict resolution skills 
•Aptitude for numbers 
•Able to coordinate multiple tasks and projects 
•Ability to think under pressure and problem solve 
•Ability to read/write English at a proficient level 
 

To Apply 
Please forward your cover letter and resume to careers@sw-online.com with a subject line “Accounting Clerk – 
Kelowna”. We thank all applicants for their interest; however, only shortlisted candidates will be contacted.  
 

Jo
in

 ‘B
rit

is
h 

C
ol

um
bi

a’
s 

M
os

t T
ru

st
ed

’ 

Vancouver   -   Victoria   -   Nanaimo   -   Kelowna   -   Kamloops   -   Vernon   -   Penticton 
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