
 

 

Bookkeeper – Job Description 

The Friends of Kananaskis Country is a not for profit organization based in Canmore, Alberta whose 

mission is to build a community of volunteers and partners to maintain the ecological integrity and 

recreational use of Kananaskis Country by engaging in trail care, stewardship, education, and research. 

 

Reporting to the Executive Director, the Bookkeeper will manage all aspects of bookkeeping and 

accounting processes including but not limited to: bank reconciliation, journal entries, and payroll.  

 

Key Responsibilities: 

 All accounting and bookkeeping functions, including experience with QuickBooks Accounting 

software or equivalent. 

 Receive and deposit all organizational revenue.  

 Create and reconcile all filings/payments as required by CRA. 

 Create and reconcile all additional mandated external reports. 

 Create and reconcile monthly bank statements to accounting records. 

 Process and pay all invoices in a timely manner.  

 Prepare Journal Entries for prepaid expense, deferred revenue.  

 Prepare monthly and quarterly financial reports, including balance sheet, revenue, expenditure 

and performance to the budget, variance and cash flow. 

 Issue donation tax receipts in a timely manner. 

 Execute monthly payroll activities using Telpay. 

 Create and prepare for Annual Financial Statements. 

 Maintain an orderly accounting filing system for all accounting documents. 

 Support Executive Director in development and analysis of annual organization budget.  

 Follow accounting policies and procedures. 

 

Key Qualifications: 

 3-5 years work experience in a bookkeeping/accounting function. 

 Strong QuickBooks skills, including all normal accounting transactions, GL management, 

budgeting, and reporting.  

 Experience and ability to design efficient accounting systems to match non profits 

needs. 

 Complete and expert understanding of all accounting principles and standards for not for profit 

organizations in Alberta and Canada. 

 Highly efficient. 

 Excellent attention to detail. 

 Ability to prioritize tasks with little guidance and time required. 

 Ability to work independently and in a team environment. 

 



 

 

 

Conditions of Employment:  

This is a part time position of 3-5 hours per week, work from the FKC office or remotely. 

 

Anticipated start date: February 4, 2019 (or sooner) 

 

Location: Canmore, AB 

 

Hours per week: 3-5 hours a week  

 

Wage: To be discussed with candidate 

 

Please contact Nancy Ouimet, info@kananaskis.org or 403-678-5593 for more information. 
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