
 
Job Posting  

 
Date Posted: September 30, 2016 

Job Title: Assistant Finance Manager (3 Manager positions available) 

Job Number:  1626 

Department: Administration - Finance   

Classification: Exempt 

Position Type: Regular Full Time (35 hours/week)  

Salary Range: Starting at $25 to $28.94 per hour - plus comprehensive benefits package 

Start Date: ASAP 

Reports to: Chief Financial Officer (until restructuring of the Finance department is complete) 

  

DIVERSEcity Community Resources Society is accepting applications for a Regular Full-Time Assistant Manager, 
Finance in the Administration – Finance Department. The Finance department is responsible for all of the financial 
management, accounting, and reporting for the agency. Please visit www.dcrs.ca for more information on the multitude of 
programs and services offered by DIVERSEcity Community Resources Society. 
 
The incumbent for this position will be responsible for the timely, effective, and efficient financial management and 
reporting of their assigned portfolios/projects.  He/she will provide timely and accurate information to managers and the 
executive team to assist them in making informed financial decisions. He/she will be responsible for the full contract 
management of the contracts/projects in their portfolio including accurately managing timelines, budget preparation, 
invoicing, issuing financial claims, financial reporting, variance analysis, liaising the with contract/project managers, and 
maintaining up-to-date project charts. He/she will also be responsible for ensuring the proper accounting and filing of 
financial statements and documents with the appropriate agencies (e.g. Canada Revenue Agency, Gaming, funders, etc.). 
The incumbent will prepare and review monthly financial reporting with the respective project manager and CFO, will 
maintain and update budgets in the accounting system (Sage Accpac) and will be responsible for reporting on key 
performance indicators to the CFO. He/she will provide vacation/sick coverage for other Assistant Managers, Finance as 
needed and will provide supervision and direction to front line Finance staff.  He/she will document job duties in detail to 
form an updated Finance Procedures manual and will share in the responsibility in maintaining the accounting systems 
and suggest improvements for streamlining where required.  
   
You are in the last two years of the Chartered Professional Accountants (CPA) program with five years or more of recent, 
relevant, and progressive experience, ideally in a Canadian environment and in the Not-for-Profit sector. You have 
experience with contract management and fund accounting, as well as experience in preparing budgets, financial 
statements, and variance analysis. You are experienced with full cycle accounting, fund accounting and financial 
management with advanced knowledge of Sage Accpac ERP and MS Excel. You have the ability to work effectively within 
a team and in a fast paced environment as well as exceptional planning and organizational skills with the ability to 
prioritize multiple deadlines at a time. You must have exceptional communication skills, both verbal and written, and be 
fluent in written and spoken English. The ability to present financial data clearly and concisely to non-financially minded 
colleagues is essential.  
 
If you are interested in this position, please send a cover letter and current resume by 12 noon on October 17

th
, 2016 to: 

 
Anas Najim, Human Resources Generalist  

DIVERSEcity Community Resources Society 
13455 76

th
 Avenue, Surrey, BC, V3W 2W3 

E-mail to: anajim@dcrs.ca 
 
 

No phone calls please. Please note that only shortlisted candidates will be contacted. 
A Criminal Record Check is a requirement of Employment. 

 

DIVERSEcity is an equal opportunity employer. This posting is open to male and female applicants. 

http://www.dcrs.ca/
mailto:anajim@dcrs.ca

