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Position: Accounts Payable Technician

Work location: Hybrid – Remote work and on-site presence (Cap-Chat) 

The Company
Advanced Energy Minerals (AEM) owns and operates the HPA processing plant in Cap-Chat, located in the Gaspésie region. The Cap-Chat plant produces high-purity alumina for applications in the energy sector of the future. The company’s head office is located in Ville Saint-Laurent.

JOB DESCRIPTION SUMMARY

Shared Responsibilities
· All employees are expected to carry out their duties while promoting the company’s values, namely customer focus, innovation, and continuous improvement, and to demonstrate a genuine commitment to occupational health and safety (OHS) and the work environment.
· Ensure compliance with ISO standards in the performance of tasks, as defined in the corresponding process mapping.
Specific Responsibilities
· Perform full accounts payable management.
· Apply internal control policies.
· Create and maintain vendor accounts in the accounting system.
· Set up vendor accounts with the bank.
· Complete vendor account opening requests.
· Ensure matching of purchase orders and invoices.
· Review documents and perform the necessary verifications and postings.
· Accurately enter invoices into the system.
· Manage communications with suppliers.
· Verify invoice accrual settings and ensure their accuracy.
· Prepare the weekly list of invoices to be paid, in accordance with suppliers’ payment terms.
· Enter payments into the banking system and process payments in the accounting system.
· Reconcile monthly vendor statements.
· Manage and reconcile corporate credit cards.
· Validate and record employee expense reports.
· Prepare and submit month-end accrual data.
· Produce various reports and analyses related to accounts payable.
· Assist in year-end closing preparation.
· Collaborate with other departments to ensure smooth operations and timely supplier payments.
· Perform other accounting tasks (analyses, journal entries).

Required Qualifications
· Minimum of 1–2 years of experience in an accounts payable department.
· Diploma in Accounting (DEP/AEC) or certificate is an asset.
· Good knowledge of the MS Office suite (advanced Excel).
· Knowledge of Microsoft Dynamics 365 Business Central ERP (an asset).
· Good understanding of the full accounting cycle.
· Excellent command of French.
· Knowledge of English (an asset).
· Exceptional attention to detail and accuracy in processing invoices and payments.
· Strong analytical and problem-solving skills to reconcile and resolve discrepancies.
· Ability to work effectively in a team environment and collaborate with colleagues from other departments.
· Willingness to adapt to changing priorities and work in a fast-paced environment.

Benefits Related to the Position
· Competitive salary
· Comprehensive group insurance
· Employee Assistance Program (EAP)
· Paid annual and personal leave
· Work in a dynamic and relaxed environment
· Safe and modern work environment
· Career development and training opportunities
· Commitment to diversity and inclusion
· Work in the heart of the beautiful Gaspésie region
· Free coffee ☕
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