
 

 

 

 

 

 

JOB DESCRIPTION 
 
POSITION:        Accounts Payable Analyst 

 

The Accounts Payable Analyst is responsible for carrying out the full accounts payable cycle and ensuring 

all procedures are followed accurately and in accordance with established guidelines. This is a temporary 

role (6 months), located in the head office. 
 

 

JOB DUTIES AND RESPONSIBILITIES: 

 

Reporting to the Accounting Manager 

Responsibilities of this role include, but are not limited to: 

• Processing accounts payable invoices 

• Preparing all cheque runs on time  

• Matching, batching, and coding invoices  

• Vendor reconciliations  

• General Ledger and Journal entries  

• Manages the Banking, Suspense, and Prepaid reconciliations 

• Identifies process inefficiencies, provides recommendations, and initiates the procedural 

changes  

• Performs other duties and responsibilities as required 

REQUIRED EXPERIENCE AND SKILL SET: 

• Minimum 2 – 3 years of experience with OpenInvoice  

• Minimum 5-10 years of accounts payable experience in the Oil and Gas industry 

• Proficiency with MS Office is required, experience with Qbyte FM and Maximo is an asset  

• Ability to maintain and develop strong internal and external stakeholder/vendor relationships  

• Ability to work with people of diverse disciplines, backgrounds, and cultures 

• Ability to be flexible and to adapt to changing circumstances 

 

CORE COMPETENCIES: 

• Builds Personal Leadership, continually builds self-awareness and leadership effectiveness 

• Develops People & Greenfire Culture, demonstrates an unwavering commitment and 

investment in developing individuals, teams, our culture, and values 
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• Fosters Collaboration, builds strong and trusting internal relationships by modelling and 

supporting collaboration across the company 

• Champions Business Excellence, leverages creative thinking, business insight and financial 

acumen to build operational efficiency and long-term business success 

• Shapes Vision & Strategy, strategies that are aligned with Greenfire and will support the 

overall vision of the company. Executing on the short and long-term strategies to create a 

thriving and sustainable business 

Why Greenfire? 

 

Greenfire is the newest oilsands company to publicly list on both the NYSE and TSX (ticker:GFR). 

Greenfire operates its two SAGD assets in the Fort McMurray region of Alberta, Canada. In 2020, the 

Company’s operations team was awarded the Energy Excellence Awards Champion for Project 

Excellence in Oilsands, voted by its peers to recognize energy excellence and focused advancement and 

collaboration with Canada’s energy sector. 

 

* Compensation commensurate with experience * 

 

 




