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Accounts Receivable Technician 

 
Job Overview  
The Accounts Receivable Technician is responsible for providing accounting support for daily operations, with 
a primary focus on accounts receivable management and collections. This role helps maintain the integrity of 
the receivables portfolio by ensuring timely collection of outstanding balances and supporting the accounting 
team with various financial processes. 
 
Reports To 
Controller 
 
Responsibilities & Duties 
• Monitor and follow up with tenants to collect outstanding accounts receivable across the property portfolio. 
• Prepare tenant statements of account and resolve outstanding balances in a timely and professional 
manner. 
•  Communicate with tenants by phone and email regarding overdue accounts and payment arrangements. 
•  Collaborate closely with the Operations and Leasing teams to escalate collection eBorts when required. 
•  Negotiate payment arrangements with tenants to facilitate collections. 
•  Coordinate with legal counsel on collection matters and non-performing accounts. 
•  Maintain and update accounts receivable reports, including detailed collection status notes. 
•  Prepare monthly accounts receivable and collections reports for management. 
• Perform monthly bank reconciliations. 
•  Prepare bank deposits and record general ledger entries. 
• Assist Property Accountants with year-end financial reporting and the preparation of tenants' 13th-month 
billings. 
•  Perform other related duties as assigned. 
 
Qualifications & Experience 
• Bachelor’s degree in accounting 
• 1–2 years of professional accounting experience, preferably in accounts receivable or collections. 
• Experience in the commercial real estate industry is considered an asset. 
• Proficiency with Microsoft Office, particularly Excel and Word, and experience using Hopem software. 
• Strong analytical, organizational, and problem-solving skills. 
• Excellent verbal and written communication skills. 
• Fluency in both English and French (spoken and written). 
• Ability to manage multiple priorities and meet deadlines in a fast-paced environment. 
• High level of professionalism, discretion, and respect for confidentiality. 
• Self-motivated with strong attention to detail and a collaborative, customer-service-oriented approach. 


