
 

 

 

JOB POSTING – BOOKKEEPER 

Background  

The Action for Healthy Communities (AHC) is a non-profit charitable organization working in Edmonton since 

1995 to strengthen community capacity and build healthier and stronger communities. The AHC’s objective is 

to improve the lives of individuals and communities in which they live through the provision of public education 

and other capacity building initiatives to enable them to enhance their own lives. 

 

Job Summary 

Are you passionate about numbers and people? Do you want to demonstrate your superior organization and 

attention-to-detail skills? And, do you possess a high level of internal customer service competencies?  

As our Bookkeeper, you will assist the Finance & Accounting Coordinator with providing financial, accounting, 

payroll, and administrative support services to the AHC team, including the preparation of financial statements, 

accounts payable, process payroll, banking reconciliation, and other administrative functions as required. 

Being a team-player and a knowledgeable professional, you will also be the main point of contact for employee 

questions regarding pay, benefits, and time off. Besides, you bring proactive and awesome energy to the 

workplace. 

 

Major Responsibilities  

• Utilize Sage 50 system to account for financial transactions by establishing a chart of accounts, posting 

transactions, etc.  

• Maintain subsidiary accounts by verifying, allocating, and posting transactions 

• Balance subsidiary accounts by reconciling entries, e.g. Bank Reconciliation 

• Track general ledger like transferring subsidiary account summaries 

• Prepare financial reports by collecting, analyzing, and summarizing account information and trends 

• Ensure compliance with federal, state, and local legal requirements; enforce adherence 

to funding requirements 

• Assist with the full-cycle payroll processing, answering day-to-day HR / payroll related inquiries from 

staff, provide the required documentation (i.e. T4, ROE, Verification of Employment, etc.) 

• Maintain employee, payroll and accounting related files, and proficiently deliver other relevant duties as 

required 

 

Main Qualifications 

• Post-secondary education in business/management with specialization in accounting, or equivalent 

combination of education and experience 

• Payroll Compliance Practitioner certificate is a plus 

• 1 – 2 years of previous bookkeeping experience in a non-profit environment is required 

• Excellent interpersonal skills, ability to learn quickly and self-motivate while working independently 

and/or collaborating as part of a team 



 

 

• Experience or aptitude with financial software packages including Sage, Microsoft Excel, and Simply 

Accounting 

• Ability to effectively prioritize and efficiently execute tasks in a high-pressure collaborative environment 

while maintaining attention to detail and precision 

 

Working Conditions 

• Regular Monday to Friday, office environment 

• 37.5 hours per week, flexibility to work occasional evenings and weekend is required 

• Class 5 driver’s license with a clean driver’s abstract and reliable vehicle and insurance, as may be 

required  

 

How to Apply 

Your application will be assessed based on how closely your identified qualifications meet the criteria. If you 

meet the qualifications and are passionate about working to serve the needs of immigrants and refugees, then 

we welcome you to send both your resume and cover letter to career@a4hc.ca with the position title in the 

subject line.  

The successful candidate will be required to provide references and a clean driver’s abstract, and to undergo a 

satisfactory criminal record check prior to the commencement of employment. 
 

Deadline: Mar. 31st, 2021 
 

We are an equal opportunity workplace. We thank all applicants for their interest, however ONLY those 

selected for an interview will be contacted. 
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