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Job Description 

Finance Manager 

Job Sites: Head Office 
Effective: 09 Dec 2015    Revised: 06 January 2017, 26 February 2019 
Reports to: Executive Director 

SUMMARY 

• Provides clear information about the society’s financial health to the Executive Director and her team in standard 
financial reports; in a regular and timely manner.  

• Balances the need for a high degree of accuracy with the need for consistent regular reporting.  

• Maintains professional credentials and ensures high professional standards for financial management of the society. 

• As a member of the Executive Team, supports the Executive Director to meet “The Ends” of the society as outlined in 
the Governance Policy. Especially 1.1.A through C; and 2.2. and 2.3. and other similar duties that be required of 
executive team members. 

• Complies with, follows, and makes recommendations for improvement to the governance and operational policies 
related to financial control, oversight, and safeguards.  

• Fulfills the roles of Authorizing and Execution, not the role of financial Custodian, i.e. does not have signing authority. 

• At all times insures the financial activities and dealings of the society follow generally accepted accounting principles 
(GAAP). 

QUALIFICATIONS  

Education 

1. Is a CPA (Chartered Professional Accountant) in Canada, or similar professional.  

Skills and Knowledge 

ACCOUNTING AND FINANCIAL KNOWLEDGE 

2. Natural aptitude for math, numbers, and formulas needed in day to day financial management 
3. Natural aptitude for organization, administration, and attention to detail 
4. A high degree of accuracy in the recording and transcription of financial records, transactions, and reports 
5. Ability to maintain organization and accuracy in all financial duties consistently over time 
6. Proficient at time management including the ability to prioritize and multitask 
7. Familiar with standard office procedures and practices 
8. Familiar with best practices in administration and efficient organizational structures 

LEADERSHIP SKILLS 

1. Possesses a management style that aligns with the management model and values of ICCS; 
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2. Gives clear and consistent direction and supervision to those in her department; 
3. Able to lead and moderate meetings and speak in front of groups. 
4. Demonstrates and models professionalism; 
5. Leads with integrity and confidence; 
6. Able to work diplomatically with stakeholders and explain appropriate financial information; 
7. Interprets financial records, measurements, and analysis, for members of the executive team and collaborates with 

strategic planning; 
8.  Plans and implements new financial procedures, practices, and systems as needed, including training of others; 
9. Able to take and give direction; 
10. Proficient at time management; 
11. Self-disciplined. 

TEAM SKILLS 

1. Works as a member of a team; 
2. Understands group dynamics; 
3. Proficient in rapport building; 
4. Able to foster cooperation. 

INTERPERSONAL SKILLS 

1. Demonstrates and models empathy, kindness, and a friendly disposition; 
2. Demonstrates empathy, kindness, and a friendly disposition; 
3. Maintains healthy personal and professional boundaries (see ICCS code of ethics); 
4. Practices self-care. 

TASK RELATED SKILLS  

1. Advanced knowledge of and ability to learn and use accounting software and tools 
2. Advanced ability with spreadsheets 
3. Abilities in word processing, graphics, database and other software to create documents and materials requiring the 

interpretation and manipulation of data and creation and presentation of financial reports 
4. Has a working understanding of computer-based technologies relevant to the collection and maintenance of 

accurate data and other common office tasks 
5. Knowledge of proper record keeping techniques 
6. Proficient at maintaining a clean and well-ordered environment 
7. Follows protocols and procedures consistently and faithfully while remembering the spirit and intention behind them 
8. Demonstrates professionalism, including the understanding and practice of professional ethics 
9. Adapts to changes in the work environment, including changes in technology and best practices 
10. Learns and acquires new skills to maintain competency on the job, including skills related to office tasks, accounting, 

and leadership 

COMMUNICATION SKILLS 

1. Awareness of standard business communication practices and able to communicate at a variety of levels within the 
organization; i.e. with employees, managers, executives, and directors 

2. Demonstrates acumen in the correct use of English, including spelling, grammar and punctuation 
3. Communicates well verbally and in writing; 
4. Communicates in layperson’s terms financial information to the Executive Team, Board of Directors, and staff.  
5. Provides objective descriptions of the financial health of the society; 
6. Possesses consistency and the ability to follow guidelines for documentation 
7. Proficient at typing and interacting with computers to enter data on a daily basis 
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NON-PROFIT AND SECTOR RELATED KNOWLEDGE 

1. Knowledge of the non-profit organizational model, especially the role of staff and volunteers, including the Board of 
Directors 

2. Working knowledge of union culture, labour standards, and employment law 
3. Understands the contribution of ICCS to the housing spectrum, especially as it relates to social housing and mental 

health services 
4. Has a basic understanding of sector related concepts such as the “Housing First” model and the concept of 

“barriers,” to housing 

REQUIREMENTS 

1. Required to work independently and as part of the Executive Team 
2. Required to understand the philosophy of ICCS and adhere to and reflect the Society’s values and code of ethics to 

the community; 
3. Must sign and comply with the following: 
4. ICCS confidentiality pledge 
5. ICCS professional conduct agreement 
6. ICCS acknowledgement of policies 
7. Required to participate in the common duties and life of the ICCS head office  

DUTIES 

Executive Team 

1. Participates when required in executive meetings for problem solving, decision making, and debriefing; 
2. Supports team members with the necessary financial reports and analysis to support program assessments and 

facilitate plans for changes to existing programs, and new programs; 
3. When requested, joins and contributes to committees or the executive team that meets to develop and implement 

strategic plans, business plans, marketing plans, fundraising plans, and operational plans.  

Financial Accounting and Reporting 

1. Develops and maintain timely and accurate financial statements and reports that are appropriate for the users and in 
accordance with the GAAP; 

2. Completes, or oversees the bookkeeper and others to complete, accurate billing, including government billing, and 
creates or provides all necessary systems, procedures, and training for staff to complete these tasks; 

3. Develops, implements and ensures compliance with internal financial accounting policy and procedures; 
4. Ensures that all statutory requirements of the organization are met including Charitable Status, Withholding 

Payments (CPP, EI), Income Tax, Goods and Services Tax; 
5. Prepares all supporting information for the annual external review and liaise with the society’s independent 

accountant or auditor; 
6. Documents and maintain complete and accurate supporting information for all financial transactions; 
7. Maintains and complies with all required financial accounting systems for cash management, accounts payable, 

accounts receivable, credit control, and petty cash; 
8. Reconciles bank accounts; 
9. Oversees the bookkeeping function including maintenance of the general ledger, accounts payable, accounts 

receivable and payroll; 
10. Manages the acquisition of capital assets and ensure that assets are properly recorded; 
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11. Prepares annual charitable return in a timely manner, if the return is not carried out by the society auditor; 
12. Liaises with the Treasurer as directed by the Executive Director; 
13. Meets all the financial reporting required by the Board of Directors and the Executive Team. 

Payroll Oversight 

1. Oversees payroll functions to ensure that employees are paid in a timely and accurate manner; 
2. Oversees and insures the completion and accuracy of all HISCIS calculations and tracking; or monitors the accuracy of 

software or personnel to which the task has been entrusted; 
3. Negotiates and oversees the employee insurance and benefits plans; 
4. Processes and submits statutory and benefit remittances on time; 
5. Ensures that all year end activities are completed in a timely manner for payroll requirements, such as T4s and T4 

Summaries; 
6. Oversees and completes all payroll and financial tasks related to WCB claims and worksite injuries;  
7. Works with the Operations Manager to insure that all tracking and reporting required to fulfill the Collective 

Agreement are carried out in a timely manner; 
8. Works with the Operations Manager to insure that employees are informed of all obligations and responsibilities 

related to their work record, benefit package, and payroll requirements; 
9. Provides cooperation and support so that the Human Resource Manager can fulfill her requirement to complete all 

Records of Employment and distributes them on time; 

Budget Preparation 

1. Establishes guidelines for budget preparation and prepares the budget in consultation with the Executive Team; 
2. Assists the Executive Team with budgets for funding and grant applications. 

Project Management Accounting 

1. Maintains financial records for each project in a manner that facilitates management reports; 
2. Ensures that accurate and timely financial statements are prepared in accordance with contract agreements with 

funders; 
3. Provides accurate and timely reporting on the financial activity of individual projects. 

Risk Management 

1. Participates with the Executive Team to determine appropriate insurance coverage for the organization and its 
Directors; 

2. Maximizes income where possible and appropriate; 
3. Negotiates with the Bank for lines of credit or other financial services as required and appropriate. 

Office Administration 

1. Assists in the administrative functions of the organization including reception, banking, and other tasks as needed; 
2. Oversees the management of all financial commitments; 
3. Monitors legislation relevant to financial management to ensure the society complies with all related laws, 

regulations, and reporting requirements. 
 


