Job Evaluation Rating Document

Regular contact with clients/patients/residents and vendors to discuss problems, settle requests
and explain/adjust accounts receivable/payable issues.
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Decision Making Degree
Follows clearly prescribed practices when handling/balancing cash, data entry, bank deposits,

accounts receivable/payable and compiling various reports. Choice of action within limits

defined by accepted practice is expected, (e.g., reconciliation of client accounts and account 25
write-offs).

Education Degree
Grade 12. Business certificate (984 hours Sask Polytechnic).

3.5

Experience Degree
No previous experience. Twelve (12) months on the job experience to become familiar with

accounting software programs, accounting cycles and department policies and procedures.

4.0

Independent Judgement Degree
Performs accounting functions in accordance with Generally Accepted Accounting Principles.

Minor accounting problems such as reconciliation of statements are resolved with limited

analysis. Direction 1s sought when problems/issues are not within the scope of practice. 30
Working Relationships Degree

3.0
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Impact of Action

Inaccurateaccountedgersmay affectreportsandrecordscausingerrorsin billing anddelaysin

paymentMisjudgemenin handlingpatienttrustaccountsnay resultin embarrassmerir
family/patientrelations.

Degree

Occasionaéxposurgo minor conditionssuchasrudenessndinterruptions.

2.0

2.0
Leadership and/or Supervision Degree
May showothershowto performtasksor dutiesby familiarizing newemployeesvith thework
areaandprocesse®rovidesfunctionalguidanceo internaloperatingpersonnetegardingthe
useof financesystemandrelatedchartof accounts.
15
Physical Demands Degree
Regularphysicaleffort performingvariousfinancialdutieswith regularcomputer/adding
machineoperatiorrequiringfine movements.
2.0
Sensory Demands Degree
Regularsensoryeffort reconcilingstatementandreconcilingcustomer/vendaaccountswith
periodsof competingmultiple sensorydemands.
2.5
Environment Degree






