Finance Assistant/Bookkeeper Job Description 

Responsibilities:
Bookkeeping

· All AR, AP, Payroll, and GL data entry and maintenance of Simply Accounting bookkeeping system

· Maintenance of tuition receivable subsidiary ledger and follow up on outstanding tuition
· All banking including pre-authorized tuition payments and donations, direct payroll deposits, bank deposits, bank reconciliations and petty cash fund

· All payroll matters relating to payroll maintenance with the bank and Simply Accounting, pay change maintenance and employee withholdings (Tax, EI, CPP, Pension, LTD, MSP, Extended Health and Dental, WCB, CEBC and BCCT dues)

· Preparation of periodic GST filings

· Recording of various fundraising deposits and reconciliation of deposits  from development office

· Maintenance of on-going service contracts to ensure accurate billing
Reporting

· Salary verification reports for CSI benefits and WCB
· Provide information to Business Manager for T3010 Charity Information Return

· Provide year-end accounting information to Business Manager and external accountant   
· Any assignment from Principal, Treasurer and Business Manager
· Report to Business Manager
Qualifications

· Relevant experience in bookkeeping using computerized accounting software, Excel and Word
· Posses strong planning and organizational skills 
· Proficient in both verbal and written communication

· Is independently motivated and able to work effectively on a timely basis with minimum supervision

· Is a committed Christian in full agreement and support with the school’s constitution and statement of faith
