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Promise, Delivered. 

 

Project Accountant 
The Project Accountant (PA) ensures tha t a ll project pa rtners adhere to processes and procedures rela ted to 
project accounting and reporting.  They a re familia r with a ll documents including job records, budgets, and 
progress payment requisitions to ensure accuracy in accounting for construction jobs.  The PA is responsible 
for monitoring projects to completion, reviewing budgets, and ana lyzing work in progress (WIP) while 
collabora ting with Project Managers, Project Coordina tors, and corpora te teams.. 
 

Qualifications 
• Proven experience in project accounting within the construction industry, pa rticula rly in commercia l 

and institutiona l projects 
• Comprehensive knowledge of municipa l, provincia l, and federa l sta tutes and regula tions rela ted to 

the construction industry including construction contracts, billing practices, and provincia l holdback 
legisla tion 

• Strong understanding of construction best practices, cost control, opera tions, documenta tion, and 
procedures 

• Basic contract law knowledge (compliance and financia l) 
• Exceptiona l a ttention to deta il, with a  strong ability to ensure accuracy in financia l records and 

project documenta tion 
• Ability to work independently while being an effective team player 
• Ana lytica l mindset with the ability to identify and recommend process improvements for enhanced 

efficiency 
• Ability to perform effectively under pressure and time constra ints 
• Professiona l written and ora l communica tion and presenta tion skills 
• High level of proficiency with computer applica tions, including Microsoft Office, Microsoft Teams, 

and Enterprise Resource Planning (ERP) 
 

Education & Experience 
• Post-seconda ry degree or diploma in Accounting 
• Commissioner for Oa ths appointment is an asset 
• Minimum three (3) yea rs’ accounting experience in the commercia l/institutiona l construction industry 
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Functional Responsibilities 
• Ensure contracts a re complete and fina lized in compliance with financia l and regula tory requirements 
• Assist in prepa ring progress invoices for projects 
• Collabora te with the project management team throughout the planning and close-out phases 
• Assist in the prepa ra tion of cost projections 
• Monitor holdbacks and reta inage with vendors and subcontractors 
• Work with the Project Managers and Project Coordina tors to resolve contract-rela ted issues  
• Mainta in and upda te change orders and distribute necessa ry documenta tion 
• Ensure timely review and recording of a ll vendor and subcontractor invoices and payments  
• Prepa re pa rtia l and fina l lien releases, and a ll required notices  
• Genera te reports and ana lyses as required and ma inta in subcontract files 
• Secure required approva ls and ensure adherence to processes and procedures  
• Mainta in compliance with accounting standa rds and company policy 
• Prepa re ad hoc financia l reports for projects as required 
• Support Accounting Manager during month-end close as required 
• Reconcile project-rela ted credit ca rd cha rges 
• Record customer payments on project billings 
• Assist with interna l and externa l audit requirements 
• Responsible for tra ining on new processes and computer systems 
• Assist with the development of reports and processes in the ERP system 
• Other administra tive duties as required 

 

Working Conditions 
• Office a tmosphere 
• Manua l dexterity required to opera te computer and periphera ls 
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