
Finance Assistant 
 
 

Corporate Development 

 
Bring your energy and passion to the B.C. Wildlife Federation (BCWF). 

The B.C. Wildlife Federation is British Columbia’s leading conservation organization. As a 
province-wide member-driven charitable organization, with over 43,000 members and more than 
100 member clubs, our organization represents the interests of all British Columbians who aim to 
protect, enhance, and promote the wise use of the environment for the benefit of present and 
future generations. 

 
We are currently searching for a Finance Assistant. This position will work closely with both the 
Director of Finance and Administration and the Finance Coordinator, ensuring financial 
transactions are recorded accurately and within expected timeframes. 
 

 

Accounts Payable (QuickBooks) 
• Matching invoices to purchasing orders or obtain required approvals. 
• Enter approved invoices in QuickBooks. 
• Match credit card statement to receipts, record, and post expenses as coded. 
• Calculate departmental costs and code according. 
• Process expense reports, checking for approval and accuracy. 
• Vendor statement reconciliations. 

 
Accounting 

• Assist with monthly reconciliation of balance sheet accounts. 
• Enter journal entries when necessary. 
• Prepares month end journal entries, monthly general ledger account 

analysis/reconciliation. 
• Records bank transactions/reconciliations. 
• Assist with Wetlands accounting based on project grants. 
• Prepare and reconcile supporting schedules for subledger accounts. 
• Provides administrative support at special events and other duties as assigned. 
• Prepare journal entries for merchant settlements. 
• Support payroll calculation from timesheet data and journal entries posting. 
• Record petty cash and daily cheque registry entries. 
• Other duties as assigned 

 

• Understanding and supporting the vision, mission and aims of the BC Wildlife 
Federation. 

• Maintaining awareness of BC Wildlife Federation policies and procedures. 

Core Responsibilities 



Finance Assistant 
 
 

Position Terms 

How to Apply 

 

 

Work Experience: 
• Minimum 1 - 3 years’ experience in accounting. 
• Charity/Non-Profit experience is an asset. 

 
Knowledge, Skills and Abilities: 
• Proficient in Microsoft Office Suite. 
• High level of typing accuracy and speed (Minimum 50 wpm). 
• Must have excellent written and verbal communication skills, including superior customer 

service attributes, a professional demeanor, and a positive attitude. 
• Must be extremely well organized, analytical, flexible, and detail-oriented, with the ability to 

manage multiple priorities and meet tight deadlines. 
• Must be a self-starter, capable of working within a dynamic, multi-faceted environment. 
• Ability to handle a large volume of transactions. 
• Must be able to keep strict confidentiality and sign an oath of confidentiality. 
• Strong personal alignment with BCWF’s mission, goals, and values. 
• Experience in Raiser’s Edge is an asset, or similar database software. 

 
Education: 
• Post-secondary education or formal training in accounting. 
• Certificates in accounting database or computer systems. 
• Training with Raiser’s Edge Database software. 

 

 

Start Date: December 2021 
Wage: $18-20/hr (To be reviewed based on experience) 
Job Type: Part-time, Temporary, Work from home 
Hours Per Week 20-24 hours 

 

Start and end dates will be discussed with applicants at the time of the interview. 
 

To apply, please submit a current resume and cover letter to jjobs@bcwf.bc.ca  

Please include the title “BCWF Finance Assistant” and your full name in the subject line of 
your email. We kindly ask that applications be sent by email only – no fax, mail, drop off or 
phone calls please. 

 

Applications will be reviewed upon receipt and will be accepted until N ovember 28, 2021. We 
thank all applicants for their interest in this opportunity; however, only those selected for an 
interview will be contacted. Interviews will be conducted using Zoom. 

 
For more information about the B.C. Wildlife Federation, please visit www.bcwf.bc.ca. 

Competencies and Skills 
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