Reports to:
Director of Finance

Core Competencies:
[image: ExcelSoc]        Finance Assistant
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Exceptional Care
1. Abilities, Knowledge, and Skills 
1. Quantity of Work
1. Problem Solving	
1. Team Work 
1. Results Orientation

Organizational Stewardship
1. Accountability and Dependability	
1. Decision making and Judgement	
1. Time Management 
1. Administrative Skills 

Forefront
1. Creative and Innovative Thinking
1. Leadership
1. Quality of Work



Meaningful Engagement
1. Communication
1. Mentorship
1. Strategy Execution 
1. Conflict Resolution
1. Energy & Stress 
Summary:
[bookmark: _GoBack][bookmark: _Hlk19289130]Reporting to the Director of Finance, the Accounting Assistant is a floater position responsible for assisting the Finance team with administrative duties and office organization, Accounts Receivable, and Accounts Payable. This is including invoicing for services within Excel Society, receiving, and documenting payments, data entry of accounts payable, credit card reconciliation, allocating petty cash, client spending, and maintaining filing systems.  This position liaises with Directors, Program Managers, Residential Coordinators, as well as guardians/trustees.

Specific Responsibilities:
1. Adhere to all Excel Policies and Procedures at all times.
2. [bookmark: _Hlk19288579]To actively participate with Excel Society’s Health and Safety Program; including but not limited to: participating with hazard identification and assessments; worksite inspections and reporting noted safety concerns; and participating with hazard control efforts.
3. To be aware of and implement as required Excel Society’s Safety Emergency Response Procedures. 
4. [bookmark: _Hlk19287853]Make timely and informed decisions that consider facts, goals, constraints, risk, Excel Society Values, and the Excel Advantage.
5. Process internal allocation of client room & board (R&B), rent, program fees, and Accounts Receivables.
6. Prepare and deliver client R&B/rent/program fee reports and liaison with the Program Managers/Residential Coordinators regarding all related financial information.
7. Receive and document cash receipts.
8. Record all cash into appropriate ledgers in an accurate and timely fashion.
9. Prepare and document bank deposits.
10. Match invoices to purchase orders, contracts, and claims. Verify costs, calculations, and proper approval.
11. Enter data into accounts payable sub ledger accurately and timely.
12. Assist in timely and accurate payment of all vendor, client and employee expenses.
13. Replenish and distribute petty cash funds for all departments as required.
14. Receive, calculate, and allocate Client Spending on a weekly basis.
15. Maintain accurate filing systems for accounts receivable and accounts payable.
16. Review and reconcile weekly MasterCard weekly expenditure reports and inform the Assistant Director of Finance of any unusual credit card transactions in a timely manner. 
17. On a rotational basis with other finance team members, transport weekly deposits to bank(s) and weekly client cash requests from bank.
18. Assist Finance team with filing requirements.
19. Assist Finance team with administrative requirements as requested.
20. Contribute to Excel Advantage by establishing and achieving individual goals related to exceptional care, meaningful engagement, forefront and organizational stewardship.
21. Perform other related duties as required.

Working Conditions/Physical Demands:
1. Temperature controlled office environment with regular flow of incoming people and phone calls.
2. Fast paced work environment with multiple conflicting priorities, moderate levels of noise, and interaction with clients, employees, and visitors.
3. Duties performed are mainly sedentary in nature: data entry, word processing, filing, emailing. Minimal repetitive lifting may be required up to 20 pounds.
4. [bookmark: _Hlk19288605]Regular work schedule with 37.5 hours per week. Some evenings and weekends maybe required depending on organizational needs. 

Requirements:
1. Diploma in Accounting and/or Business Administration Certificate.
2. Some related experience is an asset.
3. Excellent organizational, communication, and people skills.
4. Working knowledge of Microsoft Office & SAP.
5. Professional and confidential in all respects.
6. Satisfactory criminal record check.
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