
 
 
Job Title: Sr. Accounting Administrator 
Location: Acheson, AB 
 
We are currently experiencing company-wide growth and we need the right people to help facilitate this growth. We are 
currently looking for a Sr. Accounting Administrator who is experienced, passionate, and detail oriented.  The incumbent 
will handle general accounting operations by controlling and verifying financial transactions including, but not limited to, 
AP, Journal Entries, Account Reconciliations, and Financial Reporting.   
 
Western Star Trucks (North) Ltd. believes in hiring and retaining the best people by offering a positive open work 

environment, Paid Industry Training, Competitive Compensation, and Full Benefits including RRSP Matching.  

If you are an experienced, dedicated, and passionate Accounting Administrator and want to be a part of making Western 

Star Trucks (North) Ltd. the best in the industry please send us your Cover Letter and Resume. 

Job Summary 

The Sr. Accounting Administrator responsibilities include entering and verifying AP, cash reconciliations, journal entries, 

maintaining general ledger, and preparing month-end close procedures. Duties also include ensuring accuracy and 

effectiveness in all our accounting tasks. A successful senior accounting administrator combines excellent analytical skills 

with a thorough knowledge of accounting principles. The ideal candidate will have a well-rounded and solid accounting 

background with experience in a fast paced, multi-faceted changing environment. 

Duties and Responsibilities 

 Verify, allocate, post and reconcile accounts payable  

 Produce error-free accounting reports and present their results 

 Spot errors and suggest ways to improve efficiency  

 Accurate and timely account reconciliations 

 Actively participate in all aspects of the financial department  

 Provide input into department’s goal  

 Prepare financial statements  

 Support month-end and year-end close process 

 Develop and document business processes and accounting policies to maintain and strengthen internal controls 

 Ensure compliance with GAAP principles 

 Liaise with our CFO and Accounting manager to improve financial procedures 

Requirements 

 Proven experience in a SR Accounting Administrator role 

 Thorough knowledge of basic accounting procedures 

 In-depth understanding of Generally Accepted Accounting Principles (GAAP) 

 Awareness of business trends 

 Familiarity with financial accounting statements 

 Experience with general ledger functions and the month-end/year-end close process 

 Hands-on experience with accounting software packages 

 Advanced MS Excel skills including Vlookups and pivot tables 

 Accuracy and attention to detail 

 Aptitude for numbers and quantitative skills 

 


