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Job Title: 

Bookkeeper

Job Description:  


Bookkeeper is responsible for the completion of tasks related to Client Payroll, Accounts Receivable and Accounts Payable for the Society in accordance with set policies and procedures.
Primary Responsibilities

· Review, post and finalize Accounts Receivable and Accounts Payable processing in accordance with Society procedures, ensuring adequate approval and expensing to appropriate budget categories

· Prepare, post and distribute A/R invoices – internal and external

· Prepare and complete bank deposits 

· Liaise with vendors regarding A/P reconciliation and enquiries

· Prepare and complete participant payroll according to schedule ensuring accuracy and authorization according to company policy and procedures – allocate to appropriate project

· Work closely with Accountant in preparing the year-end ledger, supporting entries and reports

· Document filing

· Other activities as requested by management

Additional Responsibilities:

· Ensure the integrity of confidential information with regard to personnel and financial matters

· Ensure that all financial information is stored accurately and securely

· Maintain professional decorum with participants, vendors and staff

· Abide by the policies of MCSCS as they exist or are developed

Qualifications:

· Minimum three years experience recording and producing financial information

· Prefer Accounting Diploma or 2nd year CGA equivalent 

· Must demonstrate problem solving skills and able to work independently
· Extensive computer experience with Simply Accounting and New Views

· Sound knowledge of departmental and consolidated statement preparations

· Advanced expertise in Excel and accounting software

· Advanced expertise in payroll policies, procedures and processes in a non-profit environment

· Demonstrated communication and teamwork skills
Terms:

This is a part-time, term position for a minimum of 15 hours per week, with possibility of additional hours.  Monday to Wednesday – 9:00 am to 2:00 pm.  

Contract term to March 31, 2012.  
Salary range:

TBD based on experience.  Benefits do not qualify for this position.
Send resume and cover letter to:

Pia Ritch

Chief Officer of Programming and Human Resources

pritch@missioncsc.org
Mission Community Skills Centre Society
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