DONWOOD

Accounting Clerk

Permanent | Full Time (1.0 EFT) | Days

Reporting directly to the Director of Finance and Administration, the Accounting Clerk is responsible for
accounts receivable, accounts payable, resident trust accounts, preparing and processing journal entries
for 7 separate entities, reception relief and other general duties.

Qualifications:
e Demonstrated ability to establish and maintain positive, respectful, and effective working

relationships with residents, families, and colleagues

e Proven ability to work collaboratively as part of a multidisciplinary team

e Proficiency in the English language, including the ability to speak, read, write, and comprehend
effectively for communication and documentation purposes

e Post-secondary basic accounting course(s)

e Strong understanding of Microsoft suite, knowledge of Great Plains an asset

e Strong data entry skills with exceptional attention to detail, accuracy, and efficiency

e Excellent organizational and time-management abilities

¢ Demonstrated ability to work independently with minimal supervision

e 2-5years’ experience processing accounts payable and receivables — preferably in a healthcare
environment

Responsibilities:

Accounts Receivable:
e Set up new residents and tenants in accounting software
e Meet with families of incoming residents/tenants to complete financial agreements
e Process monthly charges and receipts for 7 separate entities

Accounts Payable:
e Process vendor invoices for 7 separate entities
e Prepare cheques and EFTs for 7 separate entities

Reception:
e Cross-trained for reception relief as needed

Physical Requirements:
This is a desk-based role requiring extended computer use; accommodations are available as needed.

Disability accommodations are available upon request during the assessment and selection process. As a
condition of employment, a current Criminal Record Certificate and an Adult Abuse Registry is required
within three weeks of hire date.

Submit resume to: Human Resources at Career@donwoodmanor.org

Closing date: 0900 hours on Monday, February 16, 2026 Feb 9, 2026

171 Donwood Drive Winnipeg, Manitoba R2G 0V9 phone 204-668-4410
www.donwoodmanor.org fax 204-663-5429
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