
 

Accounts Payable & Procurement Specialist 
 

York Care Centre is a leading organization in Atlantic Canada 
providing long-term care, research and lifestyle living options on a 

single campus. When it comes to aging care, we don’t fit the traditional mold.  Constantly reinventing 
ourselves, we work closely as a team to seek out and implement innovations that lead to making York 
Care Centre an excellent place to live, visit and work. 

ABOUT THE ROLE 

The Accounts Payable & Procurement Specialist effectively and efficiently manages the operations 
and activities of the Accounts Payable / Procurement services. They are responsible for purchasing 
goods and services that meet the quantity and quality requirements for York Care Centre Inc., York 
Developments Inc., Centre for Innovation and Research in Aging Inc., York County Properties Inc. 
and York Care Foundation Inc. This includes; tracking inventory within the warehouse and within the 
facility as well as restocking products on the various units; receiving and verifying invoices and 
requisitions for good and services; data entry; reviewing and processing purchase orders, purchase 
order adjustments and assisting with the implementation of processes for efficiency improvements 
as well as being knowledgeable of principles, practices, regulations, and procedures / methods in 
relation to procurement and accounts payable. 

 

ABOUT YOU 

You will have obtained a Bachelor’s degree in Business Administration or Commerce and/or a 
combination of experience and education from which comparable knowledge, skills, and abilities 
have been demonstrated.  You are proficient in Microsoft EXCEL and WORD as well as ACC PAC 
(or other accounting packages).  You are a team player who is confident in your abilities to pay 
attention to details and effectively communicate as well as prioritizing to meet deadlines. 

WHY CHOOSE US? 

We value our employees which is why they have access to competitive wages, a free onsite fitness 
centre, free parking, ongoing wellness initiatives, leadership programs, an annual scholarship 
program, and a ‘get inspired’ engagement social committee.   

If you are interested in joining our Team, please forward your resume in confidence to: 

Human Resources 
York Care Centre 
100 Sunset Drive 
Fredericton, NB E3A 1A3 
humanresources@yorkcarecentre.ca 
 
Please include ‘AP & Procurement Specialist’ in the subject line of your email.  
 
We thank all candidates for their interest; however, only those selected for an interview will be 
contacted. 
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