Brandon Area Community Foundation

Position: Accounting & Finance Officer

Reports to: Executive Director

Standard Hours: 18.75 hours per week (0.5 FTE), Tuesday — Wednesday - Thursday or as
scheduled with the Executive Director.

This is a newly established part-time position, with the intention of growing to full-time (37.5
hours per week) as Foundation revenues and fund volume increase. Hours and schedule may
vary based on workload, particularly around month-end, year-end and audit periods.

Workplace: In-office at the BACF office, to support day-to-day coordination with the Executive
Director and other staff, secure handling of financial records, and consistent presence for
banking, mail and signing duties.

Brandon Area Community Foundation's Board of Directors (Board) acknowledges and
celebrates that the staff team is one of the Foundation's greatest assets. The supervision and
management of staff is the responsibility of the Executive Director, who will inform and report to
the Board.

Position Summary

The Accounting & Finance Officer is the lead position directly accountable for the management
of the Foundation's financial and accounting processes, including all fund accounting, donor
receipting, reconciliations, payroll, and financial reporting. The Accounting & Finance Officer
works closely with, and under the oversight of, the Executive Director, who retains ultimate
accountability to the Board for the Foundation's financial affairs. The Accounting & Finance
Officer is responsible for all of the operational financial work of the Foundation; the Executive
Director provides strategic direction, board and committee liaison, and final sign-off.

The work is carried out primarily independently, subject to Board policy, established procedures
and accepted accounting practices, and may involve the support of one or more specialists or
consultants (e.g., the Foundation's accounting firm or auditor).

Accountabilities

Financial Operations & Fund Accounting

» Lead all of BACF's financial matters; work with and support the Executive Director on
financial strategy and reporting.

* Maintain the accuracy and integrity of financial records through careful reconciliation,
fund allocation, and reporting in CommunitySuite (C Suite).

» Process and distribute donation receipts in a timely manner, ensuring CRA compliance
and donor confidentiality.

» Generate bank deposits and reconcile against C Suite records.

» Enter monthly expenses, process bill payments, print and process cheques, and
reconcile credit card payments of expenses.

» Generate comprehensive, real-time fund statements and financial dashboards for
internal and external reporting, including quarterly fund statements for all fund holders.
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Facilitate fund transfers, journal entries, and reconciliations between multiple fund types.

Integrate C Suite and Grant Portal data for seamless grant and scholarship accounting,
in coordination with the Grants and Office Coordinator.

Create and maintain report templates (e.g., fund holder statements, bill payment
summaries, monthly cheque register, income and balance statements).

Support campaign creation and year-end financial reviews in coordination with the
Executive Director.

Reporting, Compliance & Audit

Prepare and monitor month-end financial reports, payables, payroll, employee benefit
programs, and all related financial reporting.

Coordinate, prepare and monitor the annual operating budget in consultation with the
Executive Director, for review by the Board Treasurer and Finance and Investment
Committee.

Ensure adherence to all Board financial policies and procedures.

Prepare monthly and annual financial statements; provide monthly financial reports to
the Treasurer and quarterly statements to the Chair of the Finance and Investment
Committee.

Complete and submit all government remittances and financial/statistical reports on a
timely basis (e.g., payroll remittances, T4As, ROEs, annual corporate return, GST
remittances).

Aid the Executive Director in determining the annual calculation of funds available for
granting.

Maintain organized records and secure backup, storage and filing of all financial
information in accordance with Board policy and current legislation.

Prepare the year-end financial report in consultation with the Foundation's accounting
firm and the Executive Director.

Assist the auditors in completion of the Foundation's annual audit, including completion
of audit working papers.

Track and record the Foundation's various fund activities, in consultation with the
Executive Director, to provide financial direction for the community grant program.

Actively develop and recommend financial policy in consultation with the Executive
Director.

Growth & Development

Participate in training and onboarding prior to the 2026 audit to ensure continuity of
financial knowledge and systems.

As hours and scope grow toward full-time, take on an increasing role in financial policy
development, technology/software administration for financial systems, and financial
education support for the Board.

Competencies

Post-secondary education or professional designation in accounting, finance, or
business administration, or an equivalent combination of education and experience.
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+ Experience with computerized accounting systems; experience with CommunitySuite (C
Suite) or similar fund/donor accounting software is an asset.

+ Strong knowledge of CRA rules and regulations relevant to registered charities.

+ High degree of accuracy, attention to detail, and discretion with confidential financial and
donor information.

+ Ability to work independently, manage competing deadlines, and communicate financial
information clearly to non-financial audiences (Board, donors, staff).

» Proficiency with spreadsheets and financial reporting tools.

Job Description Acknowledgement

| have reviewed this job description, and | understand all my job duties and responsibilities. | am
able to perform the essential functions as outlined. | understand that my job may change on a
temporary or regular basis according to the needs of the Foundation without it being specifically
included in this job description.

Employee Signature: Date:
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