
                                                                                                             

Finance Coordinator 

 

Hours: Flexible and varied throughout the year  (on and off site possible) 

Hourly Rate: $40-$45 

Annual Contract: Renewable with each CHC 

Niagara Falls Community Health Centre and Quest Community Health Centre (St. Catharines) are  non-

profit registered charitable organizations providing primary health care, health promotion, and community 

capacity building to residents of the Niagara Region serving some of the most vulnerable populations who 

often experience barriers accessing services.  

Scope of Financial Services 

Reporting to the Executive Directors, the Finance Coordinator is responsible administering the financial 

records and processes of the CHCs, including accounts payable and receivable, record keeping, banking, 

insurance and government reporting and all related financial administration. The incumbent ensures 

consistent, timely and accurate financial management and administration of the organizations’ finances. 

The incumbent also ensures compliance with all appropriate regulatory, policy and legal requirements, 

and assists in maintaining the long-term financial viability and stability of the respective organizations.  

Further expectations for service provision include, but are not limited to; 

 Administer and coordinate all financial systems and processes of the CHC’s including general 
ledgers, internal accounts, accounts payable and accounts receivable,  statutory remittances, 
insurance, budget monitoring, expense claims processing and other financial systems and processes 
as required; 

 Monitor and record all cash disbursements, expenditures and receipts, ensuring timely, effective and 
accurate record keeping; 

 Collate and prepare reporting  for various organizational funders including various grants and special 
project funding.  

 Ensure appropriate policies procedures, and processes with respect to financial transactions 
(including but not limited to cheque requisitions and related authorization, budgetary expenditures, 
pay and benefits) are followed;  

 Maintain and oversee banking transactions as well as maintaining insurance arrangements;  

 Assist, support, counsel and advise the Executive Directors with respect to financial matters, systems 
and processes related to reporting matters;  

 Ensure timely, accurate, and appropriate financial reporting and remittances, including invoices, cash 
reports, and all other relevant financial information and records;  

 Ensure timely and accurate adherence to all statutory, regulatory, and policy regimes with respect to 
financial and related matters (including but not limited to tax remittance and insurance requirements);  

 Perform year-end procedures including, but not limited to preparing all reconciliations and year-end 
working papers for annual audit; 

 Provide regular reports on all financial activities as required by the Executive Directors, in all areas, 
including but not limited to bank balances, cash flow reports, accounts payable and receivable 
reports, operational financial statements  

 Prepare the annual budget submission for the respective CHCs; 



 
 

 Undertake preparation of the annual budget,, under direction of the Executive Directors  

 Coordinate and assist the external auditors  

 Ensure that all audited financial statement deadlines are met per reporting requirements 
 

 

To Apply: 

Please submit a resume, a list of prior clients and services performed. The applicant must demonstrate 

the capability to perform the above-stated financial services in accordance with generally accepted 

accounting principles. It is strongly preferred that the applicant have non-profit experience.  

Skills Required: 

 Designation would be an asset;  

 In depth understanding of  accounting principles for non-profit organizations  

 Previous financial accounting software experience; ACCPAC accounting software , CCIM (Great 
Plains) preferred 

 Accounts Payable, Accounts Receivable, Invoicing and General Ledger working knowledge and 
experience; 

 Demonstrated payroll analysis experience;  

 Strong computing skills with the Microsoft Office suite of products; 

 Skills and solid experience with financial systems, financial reporting, budget preparation and 
adherence to regulatory and other policy standards and requirements;  

 Ability to accurately analyze, interpret, and present financial information;  

 Proven ability to work in a demanding self-supervisory, multi-task environment within clear timelines;  

 Strong interpersonal, and cooperative working skill;  

 Excellent verbal and written communications skills;  

 Strong administrative ability and organizational skills;  

 Ability and willingness to maintain confidentiality; and  

 High attention to detail and a high level of accuracy 
 

Applications should be received no later than Friday March 27th, 2020 at 5 p.m. EST by sending an email 

to neil@hrprimed.ca 

We are committed to workplace equity and diversity and encourage submissions from equity seeking groups who 

identify based on cultural background, sexual or gender,  abilities and indigenous populations. 


