
	Sus’tut LP

	POSITION TITLE: Finance Officer

WAGE: $70,000 - $90,000

	DIRECT REPORT: 
Director, Community-based Enterprises
	SUPERVISOR: 
 Director, Community-based Enterprises



	POSITION OVERVIEW:
Sustut LP is seeking a detail-oriented and highly organized Finance Officer to oversee financial management and support operational processes within our organization. This role is responsible for maintaining accurate financial records, ensuring compliance with financial regulations, and providing operational support to enhance overall efficiency. The ideal candidate will be proactive, adaptable, and capable of managing multiple financial and administrative functions to support business operations effectively.
DUTIES AND RESPONSIBILITIES:
FINANCIAL ADMINISTRATION
· Maintain accurate financial records, including tracking income, expenses, and transactions across multiple entities.
· Process approved invoices, payments, and expense claims in a timely manner.
· Reconcile bank statements and manage cash flow to ensure financial stability.
· Assist in the preparation of budgets, financial forecasts, and reports.
· Ensure accurate and timely payroll processing, including employee reimbursements.
· Manage accounts payable and receivable efficiently.
· Support tax filings, GST submissions, and ensure compliance with financial regulations.
· Collaborate with external accountants on financial reporting and audits.
· Identify, track, and resolve accounting discrepancies or documentation issues.
OPERATIONS AND BUSINESS SUPPORT
· Assist directors and managers with business services, including processing employee and contractor documents, maintaining accurate records, and addressing administrative issues.
· Support the development, review, and implementation of company policies and procedures.
· Prepare and compile reports on financial and operational activities for management review.
· Ensure business operations align with established standards, procedures, and applicable laws.
· Work closely with suppliers, vendors, and service providers to manage business expenses and operational requirements.
· Monitor and improve operational processes to enhance efficiency and cost-effectiveness.
· Foster a positive work environment and communicate professionally to support a culture of collaboration and mutual respect.
· Perform other related duties as assigned to support business objectives.

	EXPERIENCE AND EDUCATION REQUIREMENTS:

· Diploma or degree in Finance, Accounting, Business Administration, or a related field.
· Proven experience in financial administration, bookkeeping, or related roles.
· Strong understanding of accounting principles and financial regulations.
· Proficiency in accounting software (QuickBooks) and the Microsoft Office Suite (Excel, Word, Outlook).
· Excellent organizational skills with keen attention to detail.
· Strong problem-solving abilities and analytical skills.
· Ability to manage multiple priorities in a fast-paced environment.
· Effective communication and interpersonal skills.
· Experience working with Indigenous organizations or businesses is an asset.


	BENEFITS PACKAGE:
· Comprehensive Health benefits package with Medical, Dental and Vision coverage.
· An employer matched the Pension Plan up to 5.5 percent.
· Excellent learning and advancement opportunities.
· Group RRSP plan.
· Opportunities for personal and professional training and development.
· 18 sick days.
· Five personal days.
· $500 Health care spending accounts per fiscal year. 
· Paid time off during Christmas break. 

“ Sustut LP is committed to employment equity and encourages applications from qualified Indigenous candidates. In accordance with Section 41 of the BC Human Rights Code and Section 15 of the Canadian Charter of Rights and Freedoms, preference will be given to qualified candidates with Aboriginal Ancestry. Please send your completed resume to hr@taklafn.ca. Only those selected for an interview will be contacted.”
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