
The Orphan Well Association (OWA) is a unique non-profit organization in Alberta. Our mandate is to 
manage the abandonment of upstream oil and gas orphan wells, pipelines, facilities and the remediation 
and reclamation of their associated sites which have been left behind by defunct or insolvent companies. 

If you are an experienced Accounts Payable professional with a passion for the environmentally 
responsible work we do and a talent for completing a variety of day-to-day office and clerical tasks 
accurately and efficiently, we would like to hear from you! The successful incumbent will be responsible 
for processing all invoices received for payment, undertaking the payment of all creditors in an accurate, 
efficient and timely manner, and providing backup support to the Office Manager. This is a permanent full-
time position that will report directly to the Office Manager and be based in Calgary. 

Key duties include:  

Full-Cycle Accounts Payable Processing 

 Validate vendors’ statements of account 
 Address, document, resolve and follow through to the end all A/P discrepancies 
 Prepare accurate reconciliations of various payables reports 
 Monitor A/P aging and keep accounts current 
 Set up new A/P vendors in accounting system 
 Upload approved vendor rate sheets into cloud-based accounting software 
 Assist vendors with upload of invoices 
 Upload invoices for unregistered vendors 
 Coding verification of admin invoices 
 Generate the cheque register and create the cheque run 
 Prepare cheques, have signed and mail out 
 File all A/P invoices 

Other Accounting Duties (backup support to the Office Manager) 

 Bank Reconciliations 
 GST Reconciliation 
 Investment Account Reconciliation 
 Invoicing of Salvage 
 Prepare recurring accounting entries 
 Run quarterly accounting reports 
 Assist with year-end accounting close 

Office support activities including:  

 Monitor and maintain office supplies inventory (including groceries, stationery and equipment) 
 Maintain the office condition and arrange necessary maintenance when required 
 Responsible for main office phone line and handle all phone calls, inquiries and general emails by 

responding or redirecting 
 Deal with requests for IT support, computer changes, office moves, printing 
 Provide backup support for meetings, room bookings, travel and mail 

Provide backup support to the Office Manager for:  

 Tracking Working Interest Claims 
 Maintain a control system to track incoming claims 
 Follow-up with AER for required documentation to process claim 
 Set-up of jobs in database and accounting systems. 



 Tracking Turnovers of Orphan Properties: 
 Maintain a control system to confirm, track and set up wells, pipelines, facilities and associated 

sites, turned over for abandonment and/or reclamation in both database and accounting 
systems. 

 Coordinate setting up of files for new orphans, collecting operation and landowner information, 
scanning, filing. 

 Track movement of orphan properties on and off of list, either through operational closure or 
through transfers in or out by the AER. 

 Resolve issues/concerns with AER Closure & Liability Branch, Insolvency team 
 Provide cost information on request to AER C&L and Legal branch 

Other tasks/duties as required 

Qualifications 

 Post-secondary education in bookkeeping and/or financial accounting is preferred 
 Solid working knowledge of accounts payable processes and accounting basics 
 Knowledge of relevant cloud-based accounting software applications 
 Proficiency in Microsoft Office, including Excel 

Experience 

 At least 5 years’ experience in a comparable role, ideally in the oil and gas industry 

Skills 

 Detail-oriented with demonstrated ability to accurately process and follow through on high 
volumes of payables efficiently and in stated timeframes 

 Proficient in data entry and management 
 Ability to maintain confidentiality 
 Excellent organizational and time management skills 
 Strong customer service orientation and ability to deal with people sensitively, tactfully and 

professionally 
 Strong problem solving and reasoning skills 
 Superior interpersonal and communication skills 
 Self-motivated, proactive and able to work within specified guidelines and with limited supervision 
 Ability to multi-task and work well under pressure 

Job Types: Full-time, Permanent 

Experience: 

 Accounts Payable: 5 years (Required) 

Location: 

 Calgary, AB (Required) 

Resumes may be submitted to hr@orphanwell.ca 


