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The Central Student Association (CSA) is the undergraduate student association at the University of Guelph.  We advocate on behalf of our membership, and representing collective interests on a diverse range of issues such as public transit, housing, student rights and the accessibility of education.  In addition, we offer numerous services and programs such as the universal bus pass, health and dental plan, and a Student Help and Advocacy Centre.
PART TIME BOOKKEEPER
Term:



August 28, 2017 to April 30, 2018 

With opportunity to extend pending a favourable evaluation 
Hours:



15 to 20 hours per week.  Opportunity for increased hours.
Majority of hours are required on Tuesdays and Wednesdays,  
between the hours of 9:00 am and 4:00 pm
Rate:



$22.00 per hour
Benefits:


Medical Plan, Retirement contribution equal to 3% of earnings,
Parking Pass

Supervisor:


Business Manager
Job Description:

TO ASSIST WITH THE FOLLOWING BUSINESS OFFICE RESPONSIBILITIES: 
ON A DAILY BASIS:
1. Process and record cash transactions together with the FT Bookkeeper.  This includes handling incoming and outgoing cash for CSA events, casual wages, Bullring daily cash sales, club accounts, films, live events, photocopy revenue, Pro-Ink payments, reimbursement for purchases, solicitations, etc…

2. Order and reserve enough coin to meet needs of the Bullring, Front Office and Programmer

3. Prepare cheques for payment of invoices or purchase confirmations (PC’s)

4. Maintain filing and archiving records in such a way as to provide the appropriate accounting and/or legal documentation and in addition serve as year-to-year resource material.

5. To assist the Business Manager and Bookkeeper with tasks related to the operations of the Business Office.

ON A BI-WEEKLY BASIS:
1. Help prepare and distribute the CSA and Bullring payroll.  Duties will include reconciling Bullring timecards to the summary sheet, ensuring all timesheets are signed by the appropriate supervisor, writing cheques, reviewing payroll run.  In the Business Manager’s absence, duties will also include entering payroll data into Sage 50 Accounting system (Simply Accounting), preparing payroll summaries and reviewing payroll run.
2.  Count and reconcile Bullring pooled tips and distribute with payroll 

ON A MONTHLY BASIS:
1. Management of Accounts Receivable.  This would include data entry as received from the Office Manager, Graphic Designer and Programmer, creation and distribution of monthly invoices, maintenance of Aged Customer Listing ensuring prompt payment of overdue invoices, balancing to the General Ledger and review of monthly statements with the Business Manager and/or FT Bookkeeper.
2. In the Business Manager’s absence, prepare CRA Source Deductions Remittance and Employee Health Tax Remittance.
3. Reconcile and obtain supporting paperwork  for all  CSA transactions  expensed through the University of Guelph’s  FRS system
ON A YEARLY BASIS:
1. Help facilitate the Audit Process in late May, through June.  To assist in the preparation of all working papers, summarizing of all accounts and to work with the Business Manager to ensure an efficient, accurate, audit.

2. Transfer all files into appropriate storage cabinets, create folders for upcoming year and box any outdated files (7 years +) for the Business Manager to review by mid-March.

3.  Assemble staff orientation packages by mid-March.  

4. Participate in Transition Week in any and all ways deemed helpful by incoming or outgoing executive.

5. Help prepare payroll summaries, T-4 and T-4A-NR slips for the Receiver General which includes reconciling payroll deductions to monthly tax, EI and CPP contributions for both the CSA and Bullring Employees

QUALIFICATIONS

· 3-5 years related experience with payroll, accounts receivable/payable
· Excellent working knowledge of Sage 50 Accounting Software
· Excellent working knowledge of Microsoft Office, specifically Word and Excel

· Good organization, time management and prioritizing skills

· Good communication skills both verbal and written
· Good interpersonal skills

· Ability to work well within a team 

· Flexibility as this position is enhanced and grows

· Some certification or technical training with general accounting
· Experience in a small business or not for profit an asset

· Knowledge of Microsoft Great Plains is an asset

Deadline for applications is Friday,  July  28th, 2017 at 12:00 PM (noon)
Resumes and Cover letters should be submitted online through the CSA application process found at http://www.csaonline.ca/jobs
For a complete copy of the CSA Hiring Policy, visit https://csaonline.ca/about/bylaws-policies.  The CSA hiring policy is found in Appendix D of the Policy Manual, Section 4.0.

The CSA is a committed to employment equity and to the creation of a working environment that is welcoming for all applicants. We particularly encourage applications from women, Aboriginal peoples, persons with disabilities, racialized people, international students and members of Queer communities.
