
 
 

PORTE GROUP OF COMPANIES 
Temp Accounting Clerk 

 
 

Job Title:  Temp Accounting Clerk 
Department:  Accounting 
Reports to:  Vice President of Finance 
Term:   Full-time/Temporary 
Compensation: Salary + Benefits 
 
 
ABOUT PORTE: 
 
Porte has been serious about real estate since 1968 and in those 54+ years we’ve realized we aren’t 
just developing or managing properties, we’re helping build communities and enriching lives. You’ll 
find that spirit in our award-winning developments, extraordinary charitable work and in every 
employee who proudly calls Porte their place of work. When people feel this good about doing their 
job, amazing things happen.   
There are countless reasons to consider a career with Porte. For starters, you’ll be part of an 
encouraging, supportive team with plenty of room for growth. Plus, you’ll enjoy many Porte Perks, 
these are just a few: 
 

• Kickstart Mondays with coffee and weekend banter 
• Weekly fitness training sessions 
• Friday happy hour on the rooftop patio 
• Training and educational events throughout the year 
• A social committee that plans creative gatherings to make sure we are having fun 

 
Our focus on building communities is carried out in many different ways and everyone at Porte is 
encouraged to get involved. We fundraise each holiday season for the foodbank, we set aside a budget 
to match employee charitable donations, and we run a charity from our office called Cassie + Friends 
that is dedicated to changing the lives of children who are living with Juvenile Arthritis. Plus we give 
back to the community through each of our new developments by donating $100 per home that is 
built to the Breakfast Club of Canada to help ensure kids don’t go to school hungry.  
 
And, of course, you’ll be an integral part of a family company building on over 54 years of success, 
and progressive leadership in the real estate industry. We have big plans to continue to grow, which 
include increasing our residential rental and commercial portfolios, expanding into new markets across 
BC and Calgary and happily housing hundreds of homeowners each year. Learn more about Porte at 
porte.ca.  

 
JOB SUMMARY:  
 
Reporting to the General Manager, and for technical direction to the Finance Manager, the Accounting 
Clerk performs duties for the Porte Realty Ltd. investment properties, including accounts receivable, 
accounts payable, data entry, collections, rent processing, bank deposits and month-end reporting 
duties.   
 
 
JOB DUTIES:  
 
Porte Realty Ltd. 
 



 
1. Inputs into the accounting system all residential deposits as reported by residential 

caretakers, including rent and security deposit payments. 
2. Receives and deposits all commercial rent cheques. 
3. Reconciles and records security deposit and commissions paid/payable on deposits received 

and released by leasing agents. 
4. Prepares monthly bank reconciliations. 
5. Summarizes and reports all Accounts Receivable amounts monthly and ensures that reports 

reconcile to the general ledger. 
6. Charges late fees on outstanding accounts receivable 
7. Enters tenant and supplier information into Timberline. 
8. Maintains a collection system and contacts all tenants with overdue rent payments to collect 

payments; follows up to ensure payments received. 
9. Processes supplier invoices and issues cheques for payment, ensuring proper authorization is 

received for payments. 
10. Processes residential and commercial security deposit refunds and creates cheques to 

reimburse tenants. 
11. Based on information provided by the Residential Property Manager or General Manager, 

inputs rent increases into the accounting system and creates Residential Rent Increase Notice 
forms for the Property Manager’s signature and distribution. 

12. Prepares yearly CAM (Common Area Maintenance) reconciliations for commercial properties; 
13. Acts as Timberline super user and inter office trainer, providing staff with assistance on the 

use of Timberline as required. 
14. Serves as vacation backup for the Senior Accountant. 

 
Porte Developments Ltd. 

15. Administers contracts with the General Contractor, enters information into Timberline once 
contracts are signed, and returns contracts to the General Contractor as required. 

 
External Communications 

16. Represents the company appropriately in communications with suppliers, tenants, bankers, 
project advisors, and professional service advisors. 

 
Other Duties 
 

17. Attends internal staff meetings. 

18. Performs other related duties as required. 

 
TEAMWORK AND SUPERVISION:  
 
Participates as a member of the Property Management and Finance teams, works directly with the 
General Manager and Finance Manager, and collegially with the Property Management, Development, 
Sales & Marketing, Realty and Customer Experience teams.   

 
QUALIFICATIONS:  
 
Required training, experience, knowledge, skills and abilities: 
 

1. Completion of Grade 12, preferably supplemented with a certificate or diploma in accounting 
and bookkeeping. 

2. At least 1 years experience in an accounting clerical role in the real estate development and/or 
construction industries, preferably in a respected company involved in multi-family housing, 
including new construction and rehabilitation of existing multi-family buildings. 



 
 
3. Strong technical and administrative skills; 
4. Familiarity with accounting software, preferably Timberline. 
5. Experience working in a fast-paced environment. 
6. Strong communication skills and the ability to work well individually and in teams. 
7. Experienced with MS Office programs, including Microsoft Word and Excel.   

 
WORKING CONDITIONS:  
 
Most work is done in normal office conditions. 

 
INTERESTED? 
 
If you feel you would be a good fit with the Porte Team please submit your resume to 
careers@porte.ca with ‘Temp Accounting Clerk’ in the subject line. No phone calls please. Only those 
applicants selected for an interview will be contacted. 
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