
Finance Officer  
Bethany United Church 
2669 Joseph Howe Drive, 
Halifax, NS   B3L 4G5 
902-455-0521 
 
 
 
General Inquiries: office@bethanyunitedchurch.ca 
 
Part-time 
This is part time role, requiring 10-12 days per month on average (approx. 118 -120 days/year). 
It is expected that the finance officer will work at the church office on a regularly schedule 2-3 
days/week to ensure that they are available for phone, email or in-person financial inquiries in 
support of on-going church activities. . Additional time may be required for month/quarter 
ends, for tax receipting and for year-end and annual audit.  
 

 
Reports to: Board of Managers/Treasurer 
 

 
Works with/supports: Treasurer, Board of Managers Chair, Executive Board Chair, Chair of 
Trustees; and with Minister(s), Staff Members and Volunteers of the Church. Be part of the 
Bethany staff team working within the United Church of Canada’s (UCC) Duty of Care and 
supporting the congregational ministries. 
 

 
Overall Responsibility: 
 Perform related financial transactions according to Bethany/UCC policies and 

procedures. 
 Report on financial results and fund balances to the Treasurer/Board of Managers. 
 Produce donation tax receipts in an accurate and timely fashion 
 Support annual audit. 
 Provide support to various committees of the church as requested 
 Constantly seek ways to streamline operations and reduce undue complexity. 

 
 
 
 
 
 
 

mailto:office@bethanyunitedchurch.ca


 
 
Specific Responsibilities include: 
 

Accounts payable: 
 Ensure appropriate approval of invoices and process for payment on a weekly basis, 

prepare cheques or internet transfers and make ready for approval by signatories. 
 Process expense reimbursements for staff and church members. 
 Upload AP files to RBC Express for payments. 

 

Accounts Receivable: 
 Process all income on a weekly basis and record in accounting software. 
 Deposit cash and cheques to the bank or ensure that delegates perform this task. 

 

Donor Stewardship: 
 Process donations via cash, cheque, credit card and securities and through third party 

platforms such as Canada Helps, and enter the donation details into the donor 
management system. 

 Provide donation statements to congregants as needed 
 Prepare all charitable donation tax receipts as required by CRA 

 
Fund Accounting: 
 Support the Treasurer/Board of Managers with recording the monthly investment 

income, expenses, adjustments, and fund balances. 
 

Reconciliation and reporting: 
 Reconcile monthly bank statements 
 Ensure appropriate cash on hand for ongoing expense and payroll requirements 
 Prepare reports as required: 
 Monthly actual versus budget activity, with variances explained, to be produced before 

the second Tuesday of the following month 
 Submit all HST rebate claims on a timely basis twice annually 

 

Payroll: 
 Prepare entries for staff payroll on a semi-monthly basis, ensuring proper authorizations, 

and submit for processing to ADP Canada. 
 Reconcile payroll on a monthly basis and update Accounting Software. 
 Produce and circulate all payroll documents to employees. 
 Complete and remit all employer reports, including WSIB on a monthly basis and EHT on 

an annual basis 
 Reconcile payroll annually, identify necessary adjustments for processing by ADP and 

subsequent issuance of T4s. Produce T4A’s for hourly contracted staff and report to the 
Government. 



 
Skills & Experience needed: 
 
 Accounting designation. Excellent knowledge of current accounting procedures with 

previous experience.  
 Experience in an Administrative Accounting role. 
 Computer skills including proficiency in Excel. 
 Experience in Fund Accounting is essential. 
 Solid knowledge of accounting/donor management software, ideally PowerChurch Plus 

or a similar software. 
 Experience in building external automated reports in Excel with monthly, quarterly, 

annualized and budgeted information. 
 Proficiency with Microsoft Office, web-based software and reporting. 
 Related experience in a non-profit environment. 
 Knowledge of payroll regulation and outsourced payroll services. 
 Strong interpersonal and communication skills, both written and verbal. 
 Strong analytical and organizational skills, with a demonstrated commitment to 

excellence and accuracy 
 Demonstrated ability to build partnerships and work collaboratively and effectively with 

other staff and diverse individuals and perspectives 
 Attention to detail and ability to multi-task, resolving conflicting deadlines and requests 

in a productive manner 
 

To apply: Please send your cover letter and resume via email to " buc.recruit@gmail.com”. 
Deadline for receipt of applications is Tuesday, December 18, 2018. We thank all applicants, 
however, only those selected for an interview will be contacted. 
 
Job Type: Part-time 


