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           Wabaseemoong Child Welfare Authority

We invite applications for the following:

FINANCE CLERK 

Contract to September 30, 2014 

(with possible extension, advancement and relocation)
Location: Anishinaabe Abinoojii Family Services Administration Office, Wauzhushk Onigum
General Description:
 The Finance Clerk ensures accurate and timely recording of all financial data and is responsible for Accounts Payable, Accounts Receivable, Payroll, bank reconciliations, cash flow monitoring, general ledger analysis, and monthly financial reporting. The Finance Clerk reports to the AAFS Director of Finance and Administration in all aspects of job function.
Qualifications:

· Community College Diploma or High School Diploma with four years direct related experience; however a combination of education, experience and skills may be considered;
· Knowledge of Customary Care, First Nation communities, family structure, and local customs and traditions;

· Knowledge of administrative structure and operations of Wabaseemoong Child Welfare Authority including agency philosophy, mandate, service delivery, policies and procedures; 
· Committed to ensure finance services are delivered with excellence and conform to Generally Accepted Accounting Principles, with working knowledge of the Ministry Funding Framework and Accountability;

· Processes financial service requests, purchase orders and cheque requisitions, and ensures proper authorizations and adherence to policy and procedures;
· Batches and posts accounts payable vouchers into the accounting systems ensuring that batches are posted to the appropriate month; reconciles batch listings and posts to the general ledger, and prints cheques for distribution;
· Maintains a record of all accounts receivables including credit vouchers, floats, staff travel advances, Other Society Ward Agreements, and reconciles monthly;

· Completes monthly bank reconciliations in a timely manner;

· Processes bi-weekly payroll in accordance to the Canada Labour Code Part III; prepares and remits source deductions;

· Compiles attendance and other payroll information to excel spreadsheets for input into the payroll system;

· Issues records of employment and T4 information slips ensuring compliance of statuary requirements;
· Extensive experience with computerized client based case management, accounting and payroll systems;

· Extensive experience with Microsoft Word, Excel and Outlook;

· Must be able to flex daily work hours as determined by the Director of Finance and Administration;

· Must provide a clear Criminal Records Check and Driver’s Abstract; 
· Must possess a valid Ontario G Driver’s Licence and be willing to travel; and 

· Ability to speak Ojibway is preferred and a definite asset.
Salary: To Commensurate with Qualifications & Experience.
                                                               CLOSING DATE:
No later than Thursday, March 27, 2014 at 4:30 p.m. Late applications will not be considered.

Submit Applications with Cover Letter quoting File #FC20140327 to:

Director of Human Resources, AAFS
c/o 20 Main Street South, Kenora, Ontario P9N 1S7 or by Fax: (807) 548-1345
Only those selected for an interview will be contacted. No phone calls please.

All interviewees must submit a current Criminal Records Check and Drivers’ Abstract at time of interview.
EXTERNAL POSTING 
