
	  
	  

JOB POSTING 

Title:   Finance/Administrative Officer 

Effective Date:  May 14, 2012 

Employment Type: Full time, permanent 

Salary Range:  $34,000 - $38,000/annual 

Location:  Listuguj, Quebec 

 

Description 

The Gespe’gewaq Mi’gmaq Resource Council is seeking an Finance/Administrative Officer; this 
position is responsible for overseeing and implementing administrative procedures, 
establishing work priorities, conducting analyses of administrative operations and coordinate 
administrative services such as office space, supplies and ancillary services.  The position is 
also responsible for maintaining a complete set of books, keeping record of accounts, 
verifying the procedures used for recording financial transactions and provide bookkeeping 
services. 

 

Qualifications 

Post-secondary diploma in business or public administration is required. 

Completion of a college program in accounting, bookkeeping or a related field  or Completion 
of two years (first level) of a recognized professional accounting program (e.g., Chartered 
Accounting, Certified General Accounting)  or Courses in accounting or bookkeeping combined 
with several years of experience as a financial or accounting clerk are preferred. 

Experience in a senior clerical or executive secretarial position related to office 
administration is required; 

Experience working with electronic accounting system is required; 

Experience in working in First Nation governance setting strongly preferred; 

Multilingual (Mi’gmaq/English/French) desired; 

 



Sample of responsibilities 

Determine and establish office procedures; 

Set up and maintain manual and computerized information filing systems; 

Order office supplies, maintain inventory and arrange for servicing in the case of major 
repairs; 

Keep financial records and establish, maintain and balance various accounts using manual and 
computerized bookkeeping systems; 

Post journal entries and reconcile accounts, prepare trial balance of books, maintain general 
ledgers and prepare financial statements; 

Calculate and prepare cheques for payrolls and for utilities and other bills; 

Complete and submit remittance forms, workers' compensation forms, pension contribution 
forms and other government documents; 

Prepare other financial and accounting reports; 

Salary is commensurate with qualifications and experience. 

Deadline: Submissions must be received by April 23, 2012 

We are an equal opportunity employer; however, qualified Aboriginal applicants will be given 
priority in accordance with the Aboriginal Employment Preference Policy of the Canadian 
Human Rights Commission. Only those applicants who qualify for an interview will be 
contacted. 

A driver’s abstract will be required from the successful candidate. 

A full job description may be requested at: info@migmaqresource.org 

Please submit résumé and cover letter and any questions to: 
info@migmaqresource.org 

	  


