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Position Summary

Southeast Child & Family Services (SECFS) provides a full range of services under the CFS Act, CFS Authorities Act and the Adoptions Act,
with the primary responsibility to provide culturally appropriate services to both on and off reserve families and children who have a legal
and cultural-affiliation with the First Nation communities served by SECFS.

The Finance Director’s role is to undertake all aspects of financial management, including financial reporting, forecasts preparation, cost
analysis as well as development and improvement of internal control policies and procedures.

Responsibilities

Financial Accounting and Reporting

e Develop and maintain timely and accurate financial statements and reports that are appropriate for the users and in accordance
with generally accepted accounting principles (GAAP);

e Develop, implement, and ensure compliance with internal financial and accounting policies and procedures;

e Ensure that all statutory requirements of the organization are met;

e Prepare all supporting information for the annual audit;

e Document and maintain complete and accurate supporting information for all financial transactions;

e Develop and maintain financial accounting systems for cash management, A/P, A/R, credit control;

e Develop and implement policies and procedures to ensure that personnel and financial information is secure and stored in
compliance with current legislation;

e Assist the Executive Director with financial reporting as required at Board meetings and the Annual General Meeting.

Payroll Preparation and Administration
e Oversee all payroll functions to ensure that employees are paid in a timely and accurate manner
e Process and submit statutory and benefits remittances on time

Budget Preparation and SSP
e Establish guidelines for budget and forecast preparation, and prepare the annual budget in consultation with the Executive Director;
e Assist Program Directors and Supervisors with the preparation of budgets for funding applications.
e Assist with the annual strategic service planning (SSP).

Project Management Accounting
e Maintain financial records for each project in a manner that facilitates management reports;
e Ensure that accurate and timely financial statements are prepared in accordance with contract agreements with funders;
e Provide accurate and timely reporting on the financial activity of individual projects.

Information Technology
e Evaluate the need for new technology to meet the organization's financial data processing, control, and reporting requirements;
e Advise on appropriate technology that meets the organization's information requirements and financial resources.

Risk Management
e Monitor risk management policies and procedures to ensure that program and organizational risks are minimized;
e Advise the organization's leadership on appropriate insurance coverage for the organization and the Board of Directors;
e Maximize income where possible and appropriate;
o Negotiate with financial institutions for lines of credit or other financial services as required and appropriate.

Office Administration
e Oversee and supervise the administrative function of the organization including reception, property/facility management, safety of
the work environment, and provision of furnishings and equipment necessary for effective operations;
e Oversee the management of all leases, contracts and other financial commitments;
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e Monitor all legislation relevant to the organization (employment standards, occupation health and safety, human rights, etc.) and all
regulations on professional certification to ensure that the organization is compliant.

Staff Management
e Participates in the recruitment and selection of finance staff;
e Provides direction, leadership, conflict resolution for the finance team;
e Administers probationary and annual employee reviews;

Qualifications/Requirements

Education / Professional designation
e CPA/CGA designation is acceptable; CAFM designation is preferred;
e 5+ years of senior management accounting experience.

Knowledge, Skills and Abilities
e Knowledge of generally accepted accounting principles;
e Knowledge of provincial legislation on Employment Standards, Occupational Health and Safety, and Human Rights;
e Knowledge of the Child and Family Services (CFS) sector and legislation;
e Fluentin the Ojibwe language or has the ability to understand would be an asset;
e Possesses a strong knowledge of the Anishinaabe culture and issues affecting our children, families and communities; obtained prior
cultural awareness and/or sensitivity training.

Proficiency in the following:
e Accounting (ACC-PACQ)
e Word processing (MS Word)
e Spreadsheets (Excel)
e E-mail (Outlook)
e Internet

Conditions of Employment
e Required to work flexible hours in response to crisis or agency need with the unrestricted ability to travel as required;
e May be required to work some overtime hours to attend meetings of the Board and during specific periods of the accounting cycle
such as the annual audit;
e Possesses a valid class 5 driver’s license and have access to a personal vehicle;
o Ability to travel to within First Nations communities that SECFS services;
e Must provide clear criminal records check, adult abuse and child abuse checks and a clear driver’s abstract.

Application Process

Forward your CV (with 3 references) and a cover letter stating clearly how you meet the qualifications stated in this job posting. Cite the
competition number and position in the subject line when submitting by email or fax.

Preference will be given to: Southeast community members and Aboriginal (First Nations, Metis or Inuit) candidates meeting the position
requirements. All Aboriginal applicants are asked to self-declare within their cover letter. We thank all who apply, however, only those
candidates selected for an interview will be contacted.

Email: tamara.cardinal@secfs.org Fax: (204) 947 — 0009
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