
Winnifred Stewart Association 

Job Posting 

 

MANAGER OF FINANCE 

Vision 

To support individuals with developmental disabilities to meet their potential and have full lives in an 

inclusive, supportive community. 

In this position you will: 

Report directly to the CEO and will be a member of the WSA Leadership Team. The primary 
responsibilities of the Manager of Finance are: to manage the financial plans, and accounting practices 
of both the Winnifred Stewart Association and the Winnifred Stewart Foundation, including collaborating 
in the development of financial policies and processes; to maintain financial records according to 
generally accepted accounting principles; to manage routine accounting procedures such as payroll, 
receivables and payables, to participate in the development and monitoring of administration and 
program operating budgets in conjunction with the board and CEO; and to communicate appropriately 
and professionally with colleagues and staff, external agencies – including funders. This is a full-time 
position. 

  
Your responsibilities will include the following: 

 Proficient project planning skills, including the ability to organize, prioritize and control job 
responsibilities in order to meet deadlines in an environment with overlapping and potentially 
conflicting priorities 

 Ensures accounting personnel receives the required training and orientation of the organization’s 
financial management systems 

 Collaborates with HR in the selection process of accounting personnel 

 Supervises and conducts performance reviews with accounting personnel 

 Gathers and analyzes data to identify issues, opportunities, patterns, and sustainable business 
solutions 

 Prepares comprehensive monthly financial statements in accordance with the format agreed 
upon by the CEO and Treasurer of the Association/ Treasurer of the Foundation 

 Participates in the development of the administration and program operating budgets 

 Has current knowledge of the expectations of funders 

 Ensures compliance with all funding and audit requirements 

 Ensures financial compliance with civic, provincial, and federal legislative regulations 

 Manages the accounts receivable collection system by recording, analyzing and processing 
information relating to accounts receivable 

 Remains current with a full understanding of payroll/AR/AP and the technology required to 
process ie: Ceridian, AccPac 

 Supports and supervises the Payroll and Accounts Payable/Receivable Clerks by ensuring all 
records, analysis and information related to payroll and accounts payable are processed 

 Ensures that WSA/WSF has sufficient cash flow to support the operations of both organizations 

 Responsible for the review and renewal of investments as required 

 Maintains a professional level of knowledge in accounting practices 

 To be aware of and comply with the policies and processes of the Winnifred Stewart Association 

 Recommends changes to relevant policies and processes as appropriate 

 Collaborate on a regular basis with all members of the leadership team to ensure smooth running 
of all financial related aspects 



 Responsible for staying current and delivering information to ensure appropriate standards of 
legislation and accounting are followed by the organization 

 To ensure personal growth and development by: meeting regularly with the Chief Executive 
Officer for the purpose of goal setting, updates and performance; assisting in identifying 
personal/professional development needs; and participating in identified workshops, and 
employee education/ professional development opportunities. 

 Assumes other duties and responsibilities when necessary, or as assigned by the C.E.O 
 
Education, experience, other requirements: 

 Bachelor’s Degree in financial accounting from a recognized University 

 Completion of CGA or CMA designation 

 5 - 10 years of senior financial management experience including 5 years of people management 
experience 

 Hands-on and Detail Oriented Professional 

 Expert knowledge of accounting, finance, inventory movement and control principles 

 Strong ability to exercise sound judgment and interpret complicated information 

 A combination of education and experience may be considered 

 Excellent oral and written communication skills  

 Proficient command/comprehension of the English language 

 Excellent interpersonal skills 

 Flexible and ability to adapt to changing needs 

 Financial acumen, strategic and analytical skills 

 Advance working knowledge of MS Office; Word, Excel, Outlook, Powerpoint, Accpac, and 
Ceridian Dayforce Payroll (or equivalent) 

 Strong leadership, team-building and problem-solving skills required 

 Ability to remain flexible and adapt to changing priorities with promptness, efficiency and ease 

 Knowledge and understanding of Not-for-Profit environment is an asset 
 

Position: 
 Full-time position 

 
Position Hours:   

 37.5 hrs/week. Ability to work some evenings and weekends. 
 
Salary to be negotiated based on experience and qualifications. 
  

Please submit your cover letter and resume and indicate Job Number: 750255 to: 
beverleyh@wsaf.ca or The Winnifred Stewart Association 11130-131 Street Edmonton Alberta 
T5M 1C1, Attn: Human Resources.  Deadline: October 2, 2017 at 4:00 pm. 
 

We thank all applicants for their interest.  All applications will be reviewed to determine which 
candidates’ education and experience best meets the needs of the position.  Only individuals 

selected for an interview will be contacted. 

NO PHONE CALLS PLEASE! 

mailto:beverleyh@wsaf.ca

