
 

Established in 1946, Hub Equipment is a leader in the construction equipment rental industry.  Privately held and 

owner managed, we value integrity, service and entrepreneurship, and seek candidates who excel in these areas to 

join our team! 

ADMINISTRATIVE AND ACCOUNTING ASSISTANT 

Position Responsibilities:  

 Provide customer service by answering phones, screening / directing calls and greeting visitors.  Manage and 

direct incoming and outgoing mail and faxes, and enter cash receipts.  Filing, phone calls and photocopying. 

 Process, control and record expenses of the business accurately and timely (vendor invoices, work orders, 

expense reports).  Includes responsibility for parts inventory transactions including entering purchase orders, 

receiving parts in the inventory system and ensuring parts inventory quantities and costs are accurate. 

 Entering of and payment of Accounts Payable accurately and timely. 

 Prepare monthly balance sheet reconciliations ensuring transactions are valid, and resolving related issues.  Assist 

with year-end requirements as needed. 

 Provide administrative support to the President including processing expenses, booking travel, typing, etc. 

 Assist as required with projects in Microsoft Office (Word/Excel/Powerpoint) on request.  Maintain documents 

and track information as requested. 

 Process Credit Applications for new customers. 

 Procurement and organization of office supplies. 

 Perform other duties as required.  

Key Attributes Required:  
 Honest and ethical. 

 Pleasant and professional. 

 Self-managing multi-tasker.  Highly organized. 

 Detail oriented with a high degree of accuracy. 

 Takes initiative. 

 Interested in learning new things. 

Key Experience Required:  
 2 – 5 years’ work experience in a similar role. 

 Accounting knowledge/work experience and 
experience using accounting systems a must. 

 Excellent communication skills in person and by 
phone & email. 

 Proficient in Microsoft Office 
(Word/Excel/Powerpoint).  Good typing skills.  
Advanced Excel skills an asset. 

 Accounting Diploma or Certificate an asset, along 
with experience in the construction or equipment 
dealer industry. 
 

 
Hours: 8:30 am – 5 pm, Monday to Friday 
Pay: $37,500 - $40,000 depending on experience, plus bonus and benefits. 
To Apply: If you have the required experience, please apply by sending your resume to 
rfatouros@hubequipment.com.  Due to the volume of applicants, only those we wish to speak with will be contacted.  
No calls please. 
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