
Neptune Bulk Terminals (Canada) Ltd., a leading bulk material export facility located on the North Vancouver waterfront, is seeking an 

individual to join our Finance and Administration team. The Accounts Payable/Administrative Coordinator is directly responsible for 

performing data entry and related duties in disbursing non-payroll accounts payable. This includes filing, maintaining and updating 

financial spreadsheets and performing other administrative duties of the Finance Department. This position requires diplomatic inter-

nal and external communication. This is a full time position, reporting to Vice President of Finance and Administration. 

Join Our Team 

 Location, North Vancouver, BC 

Key Responsibilities: 

NEPTUNETERMINALS.COM/CAREERS 

 Processes weekly timesheets for longshore workforce.  Responsible for weekly, monthly and annual cut-offs, ensuring deadlines 

are met. 

 Supports all related Payroll processes; implements changes as required. 

 Works with Superintendents and Foremen to communicate and implement timesheet changes. 

 Daily support for accounts payable functions including data entry and statement reconciliation. 

 Provides full vacation relief for Accounts Payable accountant including accounts payable and administrative filing duties. 

 Enters Accounts Payable data. 

 Investigates and resolves billing discrepancies or misapplied cash transactions. Reviews all credit balances, refunds, and adjust-

ments, and applies adjustments and/or corrections to corporate billing records. 

 Balances daily A/P batches; prepares and distributes payment reports and statistics to key personnel. 

 Ensures the strict confidentiality and privacy of financial records as they relate to the organization and its business partners. 

 Investigates payment problems while following corporate A/P policies and procedures. 

 Maintains general office administration activities 

 High-level written and verbal communication skills. 

 Strong computer skills with advanced knowledge of Microsoft Office Suite, and demonstrated ability to learn new software appli-

cations. 

 Demonstrated ability to apply initiative in a professional environment and initiate work where required. 

 An understanding industrial work environments and safety policies. 

 Excellent interpersonal skills, coupled with the ability to be a team player and work cooperatively with multiple stakeholders. 

 Excellent time management skills, with the ability to prioritize tasks and meet targets. 

 Project a professional image in-person and through telephone interactions, written and electronic communications. 

 Strong knowledge of payment, PST and GST regulations. 

 Sound analytical thinking, planning, prioritization, and execution skills. 

 Strong work ethic and positive team attitude. 

 Strong problem identification and resolution skills. 

 Must possess a high level of moral judgment for handling confidential information and monetary transactions. 

Accounts Payable/Administrative Coordinator  

(Temporary position—18 months term) 



Neptune is a leading employer on the waterfront. We offer competitive compensation and a strong benefits package. Candidates will 

undergo a thorough employment assessment including formalized testing, interviews and reference checks. The successful applicant 

will also be required, as a condition of employment, to undergo an independent Company sponsored medical examination.  

Take your career to the next level working with an amazing team. Send your resume before October  26th, 2020 to: 

c/o Human Resources  

Neptune Bulk Terminals (Canada) Ltd.  

PO Box 86367  

North Vancouver, BC V7L 4K6  

Email: Inquiries@neptuneterminals.com  

 

While all applicants are thanked for their interest, only those chosen for interviews will be contacted.  

NEPTUNE BULK TERMINALS 

(CANADA) LTD. 

NEPTUNETERMINALS.COM/CAREERS 

Education and experience: 

  Minimum Preferred 

Education  

1. College diploma in accounting, or working towards an 

accounting degree, or working towards obtaining a profes-

sional CPA designation  

2. Valid Class 5 BC Driver’s License 

 

Experience  

1. Minimum of 3 - 5 years of Accounts Payable / Administrative experience, preferably within an industrial 

environment.  

2. Minimum two (2) years processing computerized payroll.  


