
 

SHOONIYAA WA-BIITONG 
Training & Employment Centre for the Treaty No. 3 Area 

“Trained Anishinaabeg working towards a strong Treaty #3 Nation” 

 

 

FINANCE CLERK - Employment Opportunity 

Shooniyaa Wa-Biitong is looking to fill the position of Finance Clerk who is under the direction of the Financial 

Administrator.  This position is responsible for providing financial, administrative and clerical services in order 

to ensure the effective, efficient, and accurate financial operations of the organization.  The Finance Clerk must 

comply with the General Accounting Principles and Shooniyaa Wa-Biitong financial and personnel policies and 

procedures.   

The incumbent will primarily be responsible for ensuring that all month-end financial duties and resulting 

financial reporting is completed in a timely and accurate manner. These services are to be performed in an 

effective and efficient manner to ensure that finances are accurate and up to date, and paid in a timely manner.   

 

The Finance Clerk’s Primary Duties and Responsibilities;  

Main Activities  

Perform the day to day operations of the financial transactions to ensure that finances are maintained in an 

effective manner, up to date and accurate. 

Job Requirements 

 Two years of experience working within the financial field 

 Grade 12 High School Diploma or equivalency, with preference given to candidates with certification(s) 

and license(s) specific to the finance field  

 Ability to analyze and present numerical data in tables, spreadsheets, and forms 

 Knowledge of accepted accounting rules, practices, and reporting requirements 

 Ability to read, understand, and calculate financial figures such as discounts, interest rates, proportions, 

percentages, and taxes 

 Knowledge of accounting systems, budgets, and internal controls  

 Knowledge of Adagio, Tel Pay considered an asset  

 Computer proficient in Microsoft Office, Excel and Outlook 

 Meticulous with numbers 

 Demonstrated time management skills 

 Ability to prioritize and manage conflicting demands 

 High level of integrity and excellent work ethic 

 Ability to work individually as well as part of a team 

 Must possess a valid driver’s license, access to vehicle and willing to travel as required 



 Knowledge of the Treaty # Territory Culture and Anishinaabe Culture and Traditions 

 Ability to speak Anishinabemowin an asset 

Work Conditions 

 Extended periods of sitting 

 Operation of desktop computer and peripherals 

 Occasional overtime 

 Working in an office environment 

 Ability to lift 10lbs may be required  

 

Shooniyaa Wa-Biitong offers competitive compensation and career advancement opportunities. 

Qualified applicants should contact: 

Marie Seymour, Executive Director 

Shooniyaa Wa-Biitong 

580 Lakeview Drive 

P.O. Box 2909 

Kenora, ON P9N 2X8 

exedirector@shooniyaa.org 

807-468-2030 Phone / 1-800-545-5113 Toll Free Phone 

807-468-1813 Fax 

 

Please submit a current resume and cover letter by November 8, 2016 at 4:30 pm.  Only those applicants 

selected for an interview will be contacted. 

Miigwetch! 

Since this position is engaged primarily in serving the interests of Treaty #3 people, Shooniyaa Wa-Biitong 

shall give preference to Treaty #3 people who possess the requisite skill sets and experience. 
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