JOB POSTING

SAUGEEN FIRST NATION

Finance Receptionist

Program: Finance
Reports To: Finance Officer
Term of ) Full-Time
Employment:

Wage: $21.55 per hr.
Hours of Work: 35 hrs. per week

JOB PURPOSE

The Finance Receptionist greets customers at the finance reception window and directs them to the
appropriate staff or assists them at the window to receive payments and issue receipts. This position also
assists with the various administrative functions of the Finance Department while gaining experience alongside
the different roles within the Finance Department.

KEY DUTIES AND ACCOUNTABILITIES

e Answer the telephones and directing calls

o Direct walk-in customers to appropriate finance staff

o Data entry and tracking of incoming and outgoing purchase orders, staff travel dates, money
provided, and money returned and receipts

Maintain and issue funds from petty cash for minor expenses or reimbursements

Sends out customer statements with Accounts Receivable Clerk

Puts receipt copies in order and accounts for numbers and files

Tracks incoming funds via mail to deposit books

Organizes and matches related documents and files them in proper location (i.e. A/Payable & others)
Types a variety of memos, reports and documents

Purchases supplies for Finance department

Assists with others’ duties where there is ability and time, as required

REQUIREMENTS
Education and Experience:

Grade 12 Diploma or GED Certificate

Post-Secondary Diploma or certificate in Office Administration or Accounting/Finance, an asset
Some office experience would be an asset, but not required

Point-of-sale experience an asset

Knowledge, Skills & Abilities:

o Excellent verbal and written communication skills
o Excellent computer skills in MS Office, including Word, Excel and Outlook
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Excellent interpersonal skills

Ability to complete tasks as assigned
Experience dealing with the public

Ability to work alone, as well as with others
Dependable and punctual

Designations, Licences & Requirements:

e Clean CPIC will be a condition of employment
¢ Valid Ontario Class 'G’ Driver’s Licence

WORKING CONDITIONS

1. Physical Demands — Long periods of sitting, standing, typing and some walking. Lifting of some objects
not exceeding 10 pounds

2. Environment — Mainly an office environment and indoor locations with some exposure to outside during
travel. Minimal exposure to hazardous material (cleaning supplies)

3. Mental Effort — Accuracy of reports, investigations and meeting deadlines, possibility of interactions with
members of the public.

4. Position Type/Expected Hours of Work — Regular full-time hours with availability for evening and weekend
work as required.

DEADLINE DATE: Friday, May 16, 2025 @ 4:00 p.m.
(*No Late Applications Accepted?*)

Only qualified applicants will be contacted for an interview

Qualified Saugeen First Nation members will be given priority
Successful candidate will be asked to provide a current Criminal Record Check

Submit cover letter, resume and 3 current references to:

At Office: Human Resources Dept, (519) 797-1224, Extension 1110
By E-Mail: candice.ruhl@saugeen.org

By Mail: HR Dept, 6 Cameron Drive, Southampton, ON NOH 2L0
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