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JOB TITLE

OVERVIEW

KEY RESPONSIBILITIES

QUALIFICATIONS & REQUIREMENTS

A more in-depth job description will be available for qualified candidates.

Lynchpin Technologies is a dynamic company with competitive compensation packages, benefits, and 
performance-based bonuses.  

If you are interested in joining our team, please submit your CV along with cover letter and relevant 
certifications to:  careers@lynchpinltd.com.  Please include the job title in the subject line. 

Lynchpin Technologies is an equal opportunity employer. We thank all applicants for their interest, but 
only those selected for an interview will be contacted.


	Job Title: Accounting Clerk
	Overview: The Accounting Clerk is responsible for providing accurate and timely financial and administrative support to the accounting function. This role handles day-to-day transactional accounting activities including accounts payable, payroll support, reconciliations, and expense processing, while also assisting with general administrative duties. The Accounting Clerk plays a key role in maintaining financial accuracy, compliance, and operational efficiency.
	Key Responsibilities: Accounts Payable
•	Process vendor invoices accurately and in a timely manner
•	Match invoices to purchase orders and receipts, resolving discrepancies as required
•	Prepare and process payment runs in accordance with company policies
•	Maintain organized and accurate accounts payable records
Bank & Credit Card Reconciliations
•	Perform regular bank reconciliations and investigate variances
•	Reconcile corporate credit card statements and ensure appropriate documentation is received
•	Follow up on missing receipts and coding issues with employees
Expense Processing
•	Review and process employee expense reports for accuracy, policy compliance, and proper approvals
•	Ensure expenses are coded correctly and supported by appropriate documentation
Payroll Support
•	Assist with payroll preparation and processing, including data entry and verification
•	Assist with month-end and year-end reconciliations
General Administrative & Accounting Support
•	Maintain accurate financial records and filing systems
•	Assist with month-end close activities as required
•	Support audits and provide documentation when requested
•	Perform general administrative duties such as data entry, correspondence, and record maintenance
	Qualifications & Requirements: •	3-5 years of experience in an accounting or clerical role
•	Experience with accounts payable, reconciliations, and payroll processing preferred
•	Proficiency in Sage accounting software and Microsoft Office Suite
•	The ability to work independently
•	Strong attention to detail and accuracy
•	Strong time management skills with the ability to prioritize multiple tasks and meet deadlines
•	Strong organizational and communication skills
•	High degree of confidentiality and integrity


