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About Us

Bookkeeper

Competition number: 2017-03

Closing date: until suitable candidate is found
Job type: Part Time — 15 hours per week
Department: Operations

The Opportunity

Reporting to the Director of Operations, the Bookkeeper manages the Accounts Payable
function, asset management process and provides support and covers for all financial
functions, as required.

To be successful in this role, the Bookkeeper must have attention to detail and well
developed interpersonal and communication skills, and be able to manage time sensitive
priorities in both people and system focused platforms. A willingness to collaborate and to
take initiative in developing new systems would be an asset.

Job Requirements & Responsibilities:
e Accounts Payable process.
e Asset Management process.
e Provide support/coverage for other financial functions.
e Other duties, as required.

Qualifications:

e High School Diploma (bookkeeping or accounting courses would be an asset).

e Experience in an office environment.

e Five years of experience in accounts payable and other bookkeeping roles.

e High level of knowledge and practical application of computers and associated
technology such as Microsoft Office 365, and accounting software.

e Strong understanding of people-focused service within a task-focused function.

e Previous experience with Planning Center Online, MaintenanceCare, Simply
Accounting, and Aplos Accounting would be an asset.

Hours of Work
This position will work up to 15 hours per week, with occasional evenings and weekends.

How to Apply

Qualified applicants are invited to submit their cover letter and resume quoting the
competition number to Gladys Lewis, Director of Operations via email to
jobpostings@staalliance.org

This competition will be recruited to and interviewed for on an ongoing basis as qualified
candidates apply.
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