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1. IDENTIFICATION 
Position No. Job Title Supervisor’s Position 

13-01374 Finance & Administration Officer Manager, Financial Services 

 

Department Division/Region Community Location 

Environment Corporate Services/HQ Kugluktuk Kitikmeot Region 

 

Fin. Code: 13100 01 1 4444 121000 01 

 

2. PURPOSE  
Main reason why the position exists, within what context and what the overall end result is. 

 

The Department of Environment must maintain partnerships with community, territorial, 

provincial, national and international stakeholders utilizing state of the art technology and 

information systems.  At the same time, the organization is deeply committed to maintaining a 

workforce that is representative of the population and whose operations reflect the principles of 

Inuit Qaujimanituqangit. 

 

Reporting to the Manager, Financial Services, the Finance and Administration Officer 

coordinates accounts payable, budgeting, procurement and payroll functions for the Kitikmeot 

Regional Office to ensure timely and accurate processing. 

 

 

3. SCOPE 

Describe the impact the position has on the area in which it works, or if it impacts other departments, the 

government as a whole, or the public directly or indirectly.  How does the position impact those 

groups/individuals, the organization and/or budgets?  What is the magnitude of that impact? 

 

The Finance and Administration Officer delivers key financial support services for the Kitikmeot 

Regional Office. 

 

The incumbent is responsible for all aspects of the accounts payable and receivable functions, 

assists in the development of the annual budget, supports the on-going variance reporting process 

and works closely with program managers and headquarters in processing and tracking of both 

grants and contributions administered in the Region.  The incumbent also works closely with 

headquarters in ensuring a good understanding and compliance with applicable aspects of the 

Financial Administration Act (FAA) and related Financial Administration Manual (FAM). 

 

 

4. RESPONSIBILITIES 

Describe major responsibilities and target accomplishments expected of the position.  List the responsibilities 

that have the greatest impact on the organization first and describe them in a way that answers why the 

duties of the position are being performed.  For a supervisory or management position, indicate the 

subordinate position(s) through which objectives are accomplished. 

 

The Finance and Administration Officer maintains financial record keeping systems to 

ensure effective budget control by: 
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 Reviewing, verifying and providing data entry for accounts payable/receivable and obligation 

documents for appropriateness, completeness and accuracy, verifying that transactions are 

charged to the appropriate accounts with reference to the codes; ensures that vendors are paid 

in an accurate and timely fashion; 

 Reviewing and verifying the expenditure and revenue documents; ensures that expenditure 

and revenue transactions are properly coded within appropriations and followed FAA Section 

44 so that expenditure and payment authority can be properly exercised; 

 Ensuring timely processing of accounts payable (EVs, LCAs and travel claims) saved as 

“temp save” batch documents prior to submitting to corporate services at the headquarter for 

verification and posting; 

 Reviewing all receipts of all incoming revenues (vendor returns, vendor’s cheques) and 

ensuring appropriate revenue codes are used prior to submitting the documentation to the 

Department of Finance; 

 Reviewing receipts of surcharges and ensuring appropriate codes are used prior to submitting 

documentation to corporate services at headquarters; 

 Being responsible for corporate visa card which must be reconciled on a monthly basis; 

 Processing and auditing employee travel claims; responsible for the reconciliations of the 

general ledger accounts as they relate to travel; 

 Providing administrative services by ensuring all employee travel claim files in the region are 

complete, responding to information request in a timely manner and ensuring that archival of 

travel files comply with established standards; 

 Acting in the absence of staff and/or upon vacancy of other financial positions; providing 

data entry and verification of the financial system source documents on an emergency basis; 

 Supporting supervisor with drafting replies to audits of departmental operations and records 

in order to ensure the department complies with audit recommendations; 

 Preparing journal vouchers or other corrective action where necessary as indicated by 

reconciliation; 

 Maintaining accurate filing system for all EVs, LCAs and SCs files for the region; 

 Maintaining accurate Specimen Signature Record (SSR) files for the region; 

 Maintaining accurate expenditures log book and submit to the Manager of Financial Service 

weekly. 

 

The Finance and Administration Officer co-ordinates the preparation of the region’s 

Operation and Maintenance and capital budget submissions by: 

 Assisting the region’s management during preparation of annual budget submissions; 

 Assisting in the preparation of quarterly variance O&M and Capital Variance reports; 

 Assisting in providing explanations and recommendations for budget adjustments; 

 Reconciling monthly Free balance reporting as required and/or upon requests by supervisor. 

 

The Finance and Administration Officer provides support to the staffing and payroll 

functions of the department by: 

 Assisting in the completion of staff requisitions, acting appointments, transfers and 

terminations; 

 Assisting headquarters in maintaining accurate and updated organizational charts and related 

statistical reports; 

 Assisting headquarters to ensure timely, accurate and consistent interpretation and application 

of the Human Resource Manual/Collective Agreement; 

 Ensuring all casual staffing actions are accurate and processed in a timely and efficient 
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manner; 

 Ensuring leave and attendance reports are maintained in accordance with existing policy and 

procedures. 

 

The Finance and Administration Officer provides support to program management in 

administering grants and contributions for the region by: 

 Coordinating the processing of financial approvals with program management; 

 Tracking funding approvals and coordinating with headquarters during the establishment of 

required program/project budgets; 

 Assisting program managers in ensuring that all grant and contribution disbursements are 

carried out in accordance with underlying policies; 

 Ensuring all grants and contributions are properly supported with an appropriate contribution 

(legal) agreement; 

 Assisting headquarters in carrying out “spot” audits to ensure accurate and complete client 

program files; 

 Coordinating required financial assistance/training to clients/partnering organizations within 

the region; 

 Assisting in ensuring that accounting/accountability requirements are fully satisfied. 

 

The Finance and Administration Officer ensures compliance with financial authorities by: 

 Ensuring funds are available in the appropriate budgets; 

 Confirming that all related transactions within the region are accurate and appropriate; 

 Working with headquarters in ensuring that all staff is kept current with financial regulations, 

directives and regional procedures and that any changes are understood and followed by staff. 

 

The Finance and Administration Officer provides general administrative support as 

required by: 

 Maintaining correspondence including confidential documents in the departmental filing 

system within the division; 

 Maintaining accountable forms stock control; 

 Providing general receptionist duties as required, including answering phones, 

sorting/distribution of mail, photocopying, etc. 

 

 

5.  KNOWLEDGE, SKILLS AND ABILITIES 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

Knowledge identifies the acquired information or concepts that relate to a specific discipline.  Skills describe 

acquired measurable behaviors and may cover manual aspects required to do a job.  Abilities describe natural talents 

or developed proficiencies required to do the job. 

These requirements are in reference to the job, not the incumbent performing the job. 

 

Minimum Grade 12 or equivalent with 1 year experience; 

 

Knowledge of financial procedures and systems; 

 

Sound understanding of generally accepted accounting principles; 

 

Ability to use business software including communications (email), word-processing, financial 
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spreadsheets and databases; 

 

Ability to communicate in Inuktitut is an asset; 

 

Equivalencies consisting of a combination of education, knowledge, skills and abilities equal to 

the formal education and experience requirements will be considered. 

 

Specific job skills listed in this description will be complemented by an awareness and 

sensitivity to the requirement for reflecting Inuit Qaujimanituqangit in all departmental 

initiatives. 

 

As this is considered to be a “Position of Trust” the successful candidate must be able to supply 

a clean/clear Criminal Record Check. 

 

 

6.  WORKING CONDITIONS  

List the unavoidable, externally imposed conditions under which the work must be performed and which 

create hardship for the incumbent.  Express frequency, duration and intensity of each occurrence in 

measurable time (e.g. every day, two or three times a week, 5 hours a day). 

 

 

Physical Demands 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue or physical stress. 

 

No unusual conditions – works in a normal office environment. 

 

 

Environmental Conditions 

Indicate the nature of adverse environmental conditions to which the jobholder is exposed, and the frequency 

and duration of exposures.  Include conditions that increase the risk of accident, ill health, or physical 

discomfort. 

 

Some travel is required.  This can be stressful due to extreme weather conditions and the lack of 

reliability of airline schedules. 

 

 

Sensory Demands 

Indicate the nature of demands on the jobholder’s senses.  These demands can be in the form of making 

judgments to discern something through touch, smell, sight, and/or hearing.  It may include concentrated 

levels of attention to details though one or more of the incumbents’ senses. 

 

No unusual conditions – works in a normal office environment. 
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Mental Demands 

Indicate conditions within the job that may lead to mental or emotional fatigue that would increase the risk 

of such things as tension or anxiety. 

 

The Finance and Administration Officer operates in a fast paced and changing environment.  

Given the number, complexity and significance of the changes taking place in the areas of 

human resource allocations and fiscal restraints, the demands on the incumbent are at times, 

intense. 

 

The incumbent must be able to adjust to changing priorities and changing resource levels while 

meeting increased workloads. 

 

 
 

7.  CERTIFICATION 
 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date   

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

I certify that this job description is an accurate 

description of the responsibilities assigned to the 

position. 

  

  Deputy Head Signature 

 

  

Date 

 

I approve the delegation of the responsibilities outlined herein within the context of the attached organizational 

structure. 

 

8.  ORGANIZATION CHART 

Please attach Organizational Chart indicating incumbent’s position, peer positions, subordinate 

positions (if any) and supervisor position. 

 
“The above statements are intended to describe the general nature and level of work being performed by the incumbent of 

this job.  They are not intended to be an exhaustive list of all responsibilities and activities required of this position”. 


