Public Health Association of British Columbia
#550-2950 Douglas Street
Victoria, BC V8T 4N4
Phone: (250) 595-8422
www.phabc.org

The Public Health Association of BC is Hiring!
Financial Officer
Victoria, BC
0.5 FTE

Overview
As financial officer, the individual is responsible for all financial tasks related to the running of
the Association’s office, including the ongoing maintenance of internal records and reports and
the preparation and maintenance of records and schedules for all projects and programs. The
financial officer assists in the appropriate and safe handling of the association’s financial records,
forms, correspondence, and documents.
Due to its fiscal importance, this position has a dual reporting system with direct reporting to the
Project Coordinator and ongoing reporting to the Executive Director. The financial officer also
works with and takes direction from the office & program staff, treasurer, and external
bookkeeper & accountant to ensure the financial records are accurate, transparent, and in
compliance with the association’s charitable status designation.
The ideal candidate will be confident in a dynamic environment, be a professional communicator,
detail oriented, flexible, solutions-focused, have experience with project accounting, and able to
work independently. Due to the current pandemic, this is a work from home position but requires
the candidate to live in Victoria, BC and have reliable transportation across the capital region. A
valid driver’s license and access to a personal vehicle is preferred. In-office work and some travel
across BC may be required once pandemic circumstances lift.
Background
The Public Health Association of British Columbia (PHABC) is a registered charity and non-profit
organization (est. 1953) that promotes and protects public health by actively working to advance
the development and implementation of healthy public policy, by encouraging and facilitating
research that supports public health, and by cooperating regionally, nationally, and
internationally with partner organizations. Its national linkages’ enable the PHABC to participate
in dialogue and action on matters of interest across Canada.
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The association has a long track record of fiscal and administrative stability and considerable
experience with community development, continuing education, initiatives addressing the
determinants of health and project planning, implementation, assessment, and evaluation.
PHABC has partnered with the federal and provincial governments to carry out significant
knowledge development and exchange projects. PHABC maintains several provincial programs
including Farm to School BC, BC Chapter of the Coalition for Healthy School Food, Can You Dig It,
I Boost Immunity, and Kids Boost Immunity, now a national program with a pilot recently
developed in Scotland and interest from other countries.
Key Accountabilities/Responsibilities
• Manage biweekly pay period (accounts payable & payroll) including processing, verifying
& balancing invoices, printing & mailing cheque payments, managing direct deposit
recipients & payments, sending documents for approval,
• Manage accounts receivable including preparing invoice for payment, managing and
tracking deposits, collection & documentation of administrative fee, collecting and
managing membership payments,
• Complete month- and year-end reconciliation with support from external bookkeeper
and accountant,
• Work together with the ED to ensure implementation and maintenance of project
budgets and operational cost centers, complying with the association’s financial policies,
• Work with the ED & project managers to complete reporting requirements for funders,
• Work with ED, treasurer, & project managers to prepare organizational and program
specific budgets and variance reports,
• Verify all financial transactions are coded to appropriate project budget and makes
corrections accordingly in all related systems,
• Maintain safe processing of all finance related records
• Ensure filing system is efficient, effective, and secure,
• Assist project managers & consultants to translate contracts & grant funding criteria to
budgets,
• Performing other related duties as required & related to the position.
Qualifications & Required Skills
• Some post-secondary education related to finance or accounting (certificate, diploma,
or degree)
• Minimum 3 years’ work experience, 5 years preferred, in a bookkeeping or finance role,
• Experience and familiarity with non-profits, charities, and reporting to a board of
directors preferred,
• Experience with project accounting,
• Demonstrated ability to manage multiple budgets, set priorities & meet deadlines,
• Experience using financial services (PayPal, Stripe, online banking), CAFT payment
systems,
• Ability to work productively, independently, take initiative & assume responsibility with
minimal supervision,
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Qualifications & Required Skills (Continued)
• Demonstrated ability to work with diverse people & groups, strong interpersonal &
relational skills,
• Possess a fundamental respect for all whom they meet and encounter through their
work,
• Strong organizational & administrative skills; the ability to maintain confidentiality,
• A detail-oriented, flexible, and solutions-based work ethic,
• Proficient in MS Office: including Word, Excel, Project, Outlook, Publisher, PowerPoint,
• SAGE accounting software experience preferred but not required.

This is a 0.5 FTE position, valued at 20 hours per week at a rate of $24.72 per hour, with 6%
vacation pay. The selected candidate will be offered permanent employment including 4% in lieu
of benefits, sick leave, and access to the association’s pension plan (in development) following a
successful probationary period of ninety (90) days.

Please submit a resume and cover letter detailing why you would be the ideal candidate for the
position and any relevant work experience to Christina Harding at coordinator@phabc.org by
4:00pm on Friday January 8th, 2021. Please include PHABC Financial Officer Job Posting in your
email subject line.

We thank all applicants for their interest, however only those selected for an interview will be
contacted.

PHABC is an equal opportunity organization and all qualified applicants will receive consideration
for this position without regard to race, color, religion, gender, gender identity or expression,
sexual orientation, national origin, genetics, disability, or age.
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