


EMPLOYMENT OPPORTUNITY FULL-TIME PERMANENT
Finance Officer
Deadline for applications: April 15th

The Odawa Native Friendship Centre (Odawa) is a non-profit organization serving the First Nations, Inuit and Métis community in the Ottawa-Carleton Region of Eastern Ontario and surrounding communities.
 
The Vision of Odawa is to ensure a thriving and resilient community. Odawa strives to enhance the quality of life of First Nations, Inuit & Métis People in the Capital region; to maintain a tradition of community, an ethic of self-help and development as well as to provide traditional teachings from our elders. 

JOB SUMMARY
[bookmark: _heading=h.gjdgxs]The Finance Officer is responsible for processing accounts receivable and payroll, assisting with accounts payable and credit card management, supporting budget monitoring, account reconciliations, and other financial administration tasks. The role requires adaptability to new technology and the ability to interact with staff, funders, donors, and the community in a professional, sensitive, and culturally appropriate manner.

REQUIREMENTS 
· Degree or college diploma in accounting, finance, or a related field, with a minimum of 2 years’ experience.
· Experience in non-profit financial management preferred.
· Knowledge of accounts receivable, accounts payable, payroll, bookkeeping, and general ledger maintenance.
· High accuracy in preparing and entering financial information.
· Strong computer skills with proficiency in accounting software. Experience with Xero, ApprovalMax, Dext, ADP Workforce Now, Plooto is an asset, ability to adapt to new technology.
· Excellent communication, interpersonal, and organizational skills.
· Ability to multi-task, prioritize, and meet deadlines with minimal supervision.
· Availability to work flexible hours, including evenings/weekends when required.
· Clear criminal reference check (CPIC) required.
· Knowledge of Indigenous culture and language is an asset.



RESPONSIBILITIES
· Process and record incoming revenue, including grants, government funding, and donations.
· Generate invoices to funders and customers; issue donation receipts compliant with CRA requirements.
· Follow up on overdue payments professionally and promptly.
· Attend ONFC events to manage POS sales and cash donations.
· Reconcile revenue accounts monthly and prepare reports for management.
· Maintain organized records of funding agreements, invoices, and receipts.
· Assist with preparation of financial statements, audits, and funder-specific reports.
· Collaborate with program teams to verify funding allocations and resolve discrepancies.
· Ensure compliance with organizational policies, donor restrictions, and funder reporting requirements.
· Assist in preparation of budgets, financial reports, and cash flow projections.
· Support preparation of quarterly/monthly program reports and financial statements.
· Review and submit travel claims for reimbursement.
· Provide general administrative support to ensure smooth office operations.
· Maintain a secure digital filing system for financial documents.
· Implement technology improvements to enhance financial and audit processes.
· Support planning and organization of events and program-related activities.
WORK ENVIRONMENT
· Flexibility and adaptability are necessary in our fast-paced organization.
· Working conditions are normal for an office environment.
· Work regular business hours with some overtime when required. 
· Evening and weekend work when necessary.

[bookmark: _Hlk131691796]If you are interested and meet the above criteria, please send your Cover Letter and Résumé, telling us why you think you’d be a great addition to Odawa to: hr@odawa.ca. 

First Nations, Inuit and Métis candidates will be given priority, please self-verify. 
The Odawa Native Friendship Centre is committed to accommodating people with disabilities. If you require an accommodation, we will work with you to meet your needs. We thank all applicants for their interest, however, only those selected for an interview will be contacted.
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