Job Description: Invoicing Clerk

Location: Ontario (remote or Timmins, Sudbury or Sault Ste. Marie Office)
Reports To: Director
Work Schedule: Part-Time (20-30 hours/week), with flexible working hours

Position Overview

The Invoicing Clerk plays a key role in ensuring the smooth day-to-day operations of the
company by providing administrative, clerical, and financial support. This position is
responsible for preparing and processing invoices, maintaining accurate records, assisting
with project documentation, and supporting internal teams with a range of administrative
tasks.

The ideal candidate is detail-oriented, organized, and comfortable working with financial
data and multiple systems in a fast-paced, dynamic environment.

Key Responsibilities

Invoicing and Financial Administration

o Prepare, review, and issue client invoices in accordance with contracts and project
milestones.

e Track and reconcile billing, expenses, and payments.

¢ Maintain accurate and organized records of invoices, purchase orders, and receipts.

o Communicate with clients and internal staff to resolve billing discrepancies or inquiries.

Administrative and Office Support — Ad hoc basis

e Provide general administrative support to management and project teams.

e Assist in maintaining filing systems, records, and databases.

o Support project setup by collecting and entering client and vendor information.
e Prepare correspondence, reports, and other documentation as required.

Data Management and Reporting

e Update and maintain internal tracking tools and spreadsheets.

¢ Generate summary reports related to invoicing, expenses, or administrative activities.

o Support audits and month-end processes by providing documentation and data as
needed.
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Qualifications

Education and Experience:

Post-secondary education in business administration, accounting, or a related field
preferred.

2+ years of experience in administrative, bookkeeping, or invoicing roles.

Experience with QuickBooks, or similar accounting software an asset.

Strong proficiency in Microsoft Office (Excel, Word, Outlook).

Skills and Attributes:

High attention to detail and accuracy in data entry and document handling.
Strong organizational and time-management skills.

Excellent written and verbal communication skills.

Ability to work independently and as part of a collaborative team.
Professional, reliable, and adaptable to shifting priorities.

2+ years of experience in project coordination, preferably in consulting,
environmental services, or engineering.

Accuracy and attention to detail.

Strong organizational skills.

Proactive communication.

Problem-solving mindset.

Collaborative team player.

Blue Heron, the Company:

Blue Heron is an environmental consulting company with offices in Timmins, Sault Ste.
Marie, and Sudbury and satellite offices in Ottawa, Thunder Bay and various locations
throughout Ontario. We serve a rapidly expanding market, providing a wide range of
environmental services to the mining, forestry and aggregate sectors as well as a host of
other clients.

For more information about Blue Heron visit our website:

WWW.BLUEHERONENV.COM

We thank all applicants for their interest; however, only short-listed
candidates will be contacted. No phone calls please.
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