CAREER OPPORTUNITY
Finance Coordinator – Oromocto Child and Family Services
Full-Time | Oromocto First Nation
About the Role
Oromocto First Nation Child and Family Services is seeking a dependable and highly organized Finance Coordinator to support the financial administration of the agency. This role helps ensure that agency spending is tracked accurately, documentation is complete, and financial reporting is prepared in line with organizational procedures and funding agreement requirements.
The Finance Coordinator contributes to strong financial accountability by maintaining clear records, supporting budgeting and reconciliations, and assisting with timely reporting to funders, including Indigenous Services Canada (ISC).
What You’ll Do
· Maintain accurate financial records for agency activities, including filing and tracking supporting documentation
· Monitor agency budgets by recording expenditures, reviewing balances, and identifying variances for follow-up
· Prepare financial summaries and required reports for internal use and external funders (e.g., ISC)
· Support month-end and routine reconciliations to ensure records are complete and accurate
· Coordinate invoice processing, coding, purchase documentation, and related approvals in accordance with policies
· Ensure documentation is audit-ready and available for reviews, funder requests, and reporting deadlines
· Communicate with agency staff to gather required information and support smooth financial processes
· Handle sensitive information with confidentiality, professionalism, and discretion
· Perform other related tasks as assigned
What You Bring
· Post-secondary education in accounting or finance and 2-3 years of experience (or a combination of unrelated education and 3–5 years of relevant finance experience)
· Strong ability to prioritize work, meet deadlines, and manage multiple requests at once
· Excellent attention to detail, accuracy, and comfort working with financials
· Sound judgment, critical thinking, and problem-solving skills
· Demonstrated ability to work respectfully, handle sensitive and confidential information, and contribute positively within a team
· Experience with child and family services and the preparation of financial reporting documentation (experience with ISC and/or other government-funded programs is an asset)
· Proficiency with Sage (or similar financial software) and Microsoft Office (Excel)
How to Apply
Please submit your resume and cover letter to: [X]
We thank all applicants for their interest. However, only those selected for an interview will be contacted.

