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Job Title: 
Department:
Reports to: 

	
Financial OfficerScheduling – Administrative Assistant
Administration
Executive Director

	
Job Purpose 




[bookmark: _Hlk31805070]Provide financial accounting and management in the operation of multiple locations and programs of Inclusions EastThe purpose of this role is to provide the necessary support to management to operate more effectively and efficiently.

	
Major Accountabilities




Financial:
· 
· Responsible for payroll, in all its components, preparation of funding claims, payables and receivables
· Responsible for Simply Accounting and other financial management tools
· Monitoring and development of budgets and forecasts.
· Assist in financial aspects of social enterprises, current and future 
· Assist in the evaluation of the company's compliance with established budgets.
· Assist ED with negotiating funding arrangements with Federal and Provincial agencies by the following:
a)	Assisting with costing training programs and residential services
b)	Assisting with the development of strategies for cost saving measures
c)	Assisting with the financial management of large building projects
· Identify and implement (subject to appropriate approval) automation or other efficiencies in the financial reporting systems
· Develop recommendations to the ED and/or Board for areas of change based on financial performance, i.e., program expansion or financial resources.

· Create and maintain master schedules for staff with deadlines, ensuring coverage for absences
· Provide administrative support for Residential Coordinator and Supervisors
· Provide master schedule to Finance Officer ensuring it concurs with TTT
· Provide rotation schedule for On Call duties
· Create various reports for Residential Services
· Office supply, other supply order in a timely manner; submit purchase orders prior to purchase
· Create and maintain master inventory and tracking of office supplies, other purchases
· Perform office procedures, business and family communications, staff communication as it pertains to Residential Services
· Minutes at staff meetings and other meetings as required by Management
· Assume other responsibilities as assigned by Management.
Planning:
· Preparation and monitoring of budgets.
· Assist in anticipating and/or interpreting political or government funding decisions which may impact on the organization and develop strategy options with/for consideration by the ED and/or Board.
· Review current procedures, applicable research and draft financial policy for final approval and implementation as requested.
· Participate in policy meeting with a lens of the financial impacts
· Keep abreast with developments in the field with a view of financial implications.
· Assist in accessing outside services or programs that would aid in achieving the company's objectives.
· 
General:
· Participate in committees of the Board as requested.
· Attend meetings, conferences, and training sessions directly related to the position.
· Other duties as may be assigned from time to time by the Executive Director.


QualificationsFinancial Officer Requirements:

· Diploma/Degree in Finance, Accounting or EconomicsHuman Services
· Ability to effectively use computer software including Microsoft Outlook, Word, Excel, etc
· Excellent organizational and time management skills
· Act as a reliable and supportive team member
· Excellent communications and interpersonal skills
· Strong abilities to problem solve and conflict resolution
· Self-motivated and directed
· Able to work independently or as a part of a multi-service team
· Proven work experience as a Finance Officer or similar role
· Solid knowledge of financial and accounting procedures
· Experience using financial software, Simply Accounting
· Advanced MS Excel skills
· Knowledge of financial regulations
· 
· Excellent analytical and numerical skills
· Sharp time management skills
· Strong ethics, with an ability to manage confidential data
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    T his   role   requires   a   self - motivated   professional   who   is   comfortable   providing   strategic   vision   as   well   as   hands - on   operational   direction.   Reporting   to   the   Executive   Director,   the   Director   of   Finance   is   the   guardian   and   financial   gatekeeper   of   the   financial   health   of   the   organization     overseeing   and   implement ing   appropriate   financial   controls   infrastructure   and   ensur ing   the   accuracy   and   timeliness   of   Provide   f inancial   accounting   and   management   in   the   operation   of   multiple   locations   and   programs   of   Inclusions   East The   purpose   of   this   role   is   to   provide   the   necessary   support   to   management   to   operate   more   effectively   and   efficiently.       F inancial :     Provide oversight for all financial controls.  D esign,  and implement new controls as  required     Responsible for payroll, in all its components, preparation of funding claims, payables and  receivables     Responsible for  financial accounting software  Simply Accounting and other financial  management tools     M onitoring and development of budgets and forecasts.     Assist in financial aspects of social enterprises, current and future      A ssist in the evaluation of the company's compliance with established budgets   and lending  covenants .     A ssist ED with negotiating funding arrangements with Federal and Provincial agencies by  the following:   a)   Assisting   with   costing   training   programs   and   residential   services   b)   Assisting   with   the   development   of   strategies   for   cost   saving   measures   c)   Assisting   with   the   financial   management   of   large   building   projects     I dentify   and  implement (subject to appropriate approval) automation or other efficiencies  in the financial reporting systems     D evelop   recommendations to the ED and/or Board for areas of change based on financial  performance, i.e., program expansion or financial  resources.        Create and  maintain master schedules for staff with deadlines, ensuring coverage for  absences      Provide administrative support for  Residential Coordinator and Supervisors      Provide master schedule to Finance Officer ensuring it concurs with TTT  

  Job   Title:     Department:   Reports   to:        Director   of   Finance   Financial   Officer Scheduling   –   Administrative   Assistant   Administration   Executive   Director  

  Job   Purpose      

  Major   Accountabilities    

