
VANCOUVER COLLEGE LIMITED


SENIOR ACCOUNTANT
Reports to:
Senior Controller
Purpose:
Responsibility for maintaining the financials of VCMF , VCF and VCPA and Reconciliations of some key accounts for VCL 
Scope:
Reports to Senior Controller as to deadlines and receives guidance and direction from the Senior Controller in the day to day matters relating to the accounting of the College and its related fundraising entities
Duties & Responsibilities:
VCL

1. Monthly Bank reconciliations
2. Fees paid in Advance account reconciliation
3. Online re-registration and new registration deposits collection reconcile to Bank deposits. 

4. Assist in preparation of annual audit working papers.

5.  Monthly reconciliations for key Balance Sheet accounts, deferred revenues accounts, special projects accounts and utilities accounts.
6. Month-end recurring journal entries.
7. Back-up for Accounting assistant.

VCMF

1. Monthly Bank reconciliations, AR and AP

2. Monthly financial statements

3. Monthly cash flow projection reconciled to Raiser’s Edge

4. Monthly tax receipting reconciled to cash receipts and Raiser’s Edge

5. Monthly cash flow reconciliation

6. Monthly summary of categories of Fund reconciliation

7. Monthly sending EFT file to Bank

8. Multi-year pledges reconciled to Raiser’s Edge

9. Weekly report of cash receipts in Bank
10 Semi-annual GST reporting
11 Prepare Annual Audit Working Papers

12 Monthly investment account reconciliation
VCF
1. Annual Bank reconciliation, AP and AR
2. Annual investment account reconciliation

3. Annual GST reporting

4. Prepare Annual Audit Working Papers
VCPA

1. Monthly Bank reconciliation, AP and AR
2. Produce Fundraising events Profit and Loss in a timely manner

All applicants must submit a cover letter and resume by August 17th to Jane Wong at janewong@mail.vc.bc.ca
