NELSON COMMUNITY SERVICES
JOB DESCRIPTION

JOB TITLE:		Finance Assistant
Classification:		Non-Management/Excluded
Effective Date:		September 2026
Last Updated:		September 2026
Reports to:		Finance Manager
Job Summary: 	The Finance Assistant provides day-to-day financial and administrative support to the organization and Finance Manager. The position is responsible for accurate and timely processing of routine financial transactions, maintaining financial records, accounts payable and receivable, banking, payroll support and other administrative finance functions. The Finance Assistant plays an important role in ensuring that financial information is accurate, organized and readily available to support the organization's financial operations and reporting requirements

Duties and Responsibilities:

1. Accounts Payable
· Receive, review and process invoices and expense claims.
· Ensure invoices have appropriate authorization and coding.
· Enter invoices and payments into the accounting system.
· Prepare payments for approval.
· Maintain organized supporting documentation.
· Follow up on outstanding invoices or missing documentation as required.
· Maintaining up-to-date suppliers’ records.

2. Accounts Receivable
· Record and process incoming payments and deposits.
· Enter revenue and other receipts into the accounting system.
· Monitor outstanding receivables and bring concerns to the Finance Manager.
· Assist with tracking government, grant and other funding receipts.

3. Banking & Reconciliations
· Prepare and process routine banking transactions and deposits.
· Assist with bank and credit-card reconciliations.
· Maintain supporting documentation for banking transactions.
· Identify and report discrepancies to the Finance Manager.
· Bank deposits 

4. Payroll Support
· Processes payroll.
· Collect and review timesheets and other required payroll information.
· Maintain payroll records and supporting documentation.
· Assist with payroll-related reconciliations and reporting.
· Bring discrepancies or concerns to the Finance Manager.

5. Financial Records
· Maintain accurate and up-to-date accounting records.
· Enter financial transactions accurately and consistently.
· Maintain organized electronic and paper financial files.
· Ensure financial documentation is complete and accessible.
· Assist with month-end and year-end preparation.

6. Program & Grant Support
· Assist with tracking program expenditures against approved budgets.
· Ensure expenses are appropriately coded and supported by documentation.
· Maintain financial records related to funded programs.
· Assist in compiling financial information required for funder reporting.
· Flag unusual expenditures, missing documentation or potential coding issues.

7. Administrative Support
· Assist the Finance Manager with preparation of financial reports and schedules.
· Prepare documentation requested by the Finance Manager, external accountant or auditor.
· Assist with annual audit/review preparation.
· Maintain organized financial files and records.
· Provide general administrative support to the finance function as required.


Internal Controls & Confidentiality
· Follow established financial policies, procedures and approval processes.
· Maintain confidentiality of financial, payroll, employee and organizational information.
· Ensure appropriate documentation and authorization are in place for financial transactions.
· Bring errors, discrepancies or concerns to the Finance Manager promptly.
· Support appropriate separation of financial duties.
· Attends regular supervision with the Finance Manager, including the development of an annual performance review and training plan.
· Performs other related duties as assigned by the Finance Manager.

Qualifications & Experience

· Office Administration – Bookkeeping Certificate or post-secondary bookkeeping courses for non-profits or small business
· Minimum of one year recent related experience, or the equivalent combination of education, training and experience in bookkeeping, accounting or financial administration experience.
· Experience with accounting software and spreadsheets.
· Intermediate to advanced Microsoft Excel proficiency.
· Strong attention to detail and accuracy.
· Excellent organizational and time-management skills.
· Ability to work independently and meet recurring deadlines.
· Strong communication and interpersonal skills.
· Ability to maintain confidentiality and exercise sound judgment.
· Experience in a non-profit or charitable organization is an asset.
· Competent in the use of Sage 50 accounting software is an asset.
· Competency in Payworks payroll system an asset. 
· Ability to communicate effectively orally and in writing, and to work collaboratively with others.



Additional Information:
This position and duties must be performed in alignment with payroll and payable timelines.

Success in the Role
Success in this position means that:
· Financial transactions are processed accurately and on time.
· Accounts payable and receivable are current and well organized.
· Banking and reconciliation tasks are completed promptly.
· Payroll information is accurate and submitted on time.
· Financial records and supporting documentation are complete and accessible.
· The Finance Manager has reliable information to complete financial reporting and oversight responsibilities.
· Routine financial administration is handled efficiently, allowing the Finance Manager to focus on organizational financial management and planning.
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