









Policy # FCSS-0209.17
RIMBEY FAMILY COMMUNITY SUPPORT SERVICES (FCSS)

RIMBEY COMMUNITY HOME HELP SERVICES (RCHHS)

POLICY
NAME:  
FINANCIAL COORDINATOR
DEPARTMENT: 

JOB DESCRIPTION
EFFECTIVE DATE: 

2017
TIME: 



PART-TIME POSITION - THREE DAYS PER WEEK
RESPONSIBLE TO:

RIMBEY FCSS/RCHHS EXECUTIVE DIRECTOR

Duties and responsibilities include: 
1. Financial reports are due monthly - normally the third Wednesday at 9 a.m. but may change to no earlier than seven working days following month end.
2. Bank reconciliation of all accounts, cheque preparation for accounts payable and payroll, recording accounts receivable & all deposits, keeping bank balances, reporting on client statistics, program spending, budgets, income and spending of government funded and contract programs. 
3. Preparation for audit or accountant’s review of activities.
4. Prepare report of activities annually for Annual General Meeting. 
5. Prepare, tabulate and collect all documents related to payroll such as time sheets, payroll explanations, T4 and other government requirements, record of employment, documents required for audits, workers compensation board annual reports, etc.
6. Assist staff with WCB claims, E.I applications, CPP and other benefits. 
7. Assist RCHHS/FCSS Executive Director to prepare and monitor agency budget.
8. Ensure that annual reports and Federal and/or Provincial government requirements are prepared and filed in a timely fashion.
9. Advisor to RCHHS/FCSS Executive Director of emerging trends or issues related to finance. 
10. Record and maintain records of charitable donations and prepare official tax receipts.
11. Prepare all documents for chartered accountant and ensure they have all information required.
12. Assist with development of policies and procedures for financial quality control and improvement measures for the agency. 
13. Any other duties that may be assigned related to the agency’s financial management and well-being.
14. Always comply with all generally accepted accounting principles and direction from agency selected professional services. 
15. Work directly with Agency approved Accountant on matters pertaining to financial responsibility.
16. Responsible for statistics.
17. Prepare annual charity forms.
18. Monthly client invoicing: Meals on Wheels, Home Support, Medical Alert, Adult Day Support, and contract invoices Healthy Families and for AHS Homecare and Adult Day Support. 
Other Duties

1. Assist the Executive Director to assess and evaluate existing programs.
2. Assist the Executive Director to facilitate the development of new programs re efficiencies and effectiveness and monitor same in existing programs.
3. Assist with preparation of accounts receivable monthly reports. 
4. Assist the Executive Director to administer all decisions taken by the Board.
5. All other duties requested by the Executive Director.
6. To research, develop and design tools for program and agency evaluation.
7. To ensure program outcome measurements are completed in a timely manner.
8. To analyse potential system problems and propose effective methods to resolve issues.
9. Research and recommend equipment and software upgrades for inclusion in the on-      going planning process for quality improvement for the agency. 
10. Participate in short and long term planning exercises as needed.
11. Assist in the process of obtaining accreditation for Rimbey Community Home Help Services Association program.
12. Attendance at Board meetings as required; provide a written report for board meetings as requested.
Revised/Reviewed Date: May 30, 2019
This policy shall be reviewed at the discretion of the Board but at least annually.  
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