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EMPLOYMENT OPPORTUNITY  

Job Title: Accountant 

LOCATION:      102-550 Goldstream Ave, Victoria, BC 
SALARY:   $25-$30/hour, commensurate with education and experience 

TERM: TERM:     Part-time permanent; 2 - 3 days/week (up to 21 hours/week)  
ANTICIPATED START: START:    ASAP (July 2017) 

OVERVIEW 

Who We Are  

M’akola Development Services (MDS) is a professional development consulting firm committed to 
supporting vibrant, diverse communities in British Columbia for over 30 years. Our projects span the 
entire province and involve planning, developing, and operating multi-family housing projects for public, 
private, and non-profit clients.   

We have an energetic, driven team. Each member brings a unique spirit and skillset, and together we 
are committed to delivering high-quality projects for our clients and their communities. We strive to 
create a welcoming and supportive environment where all team members take personal accountability 
for their work, have a passion for excellence, and are encouraged to achieve their full potential.  

Who You Are 

Analytical, accurate and well-organized, you are adept at working effectively under pressure, multi-
tasking and managing shifting priorities. You are a detail-oriented individual who considers themselves a 
self-starter. You are an independent, proactive problem-solver that adapts quickly to new ideas. You 
value working in a cooperative, positive environment with other ambitious professionals. 

Why Choose Us 

Our organization recognizes the following benefits for eligible positions: 

• Growth opportunities – we are invested in you and your career trajectory 

• Paid vacation (plus Christmas leave) and paid sick leave  

• Matching RRSP contribution program (5%) 

• Extended health benefits, including prescription coverage and dental, among others 

• Employee Assistance Program (counselling for employees and family members)  

• Newly-built, modern office with ergonomic workspace  

• Located close to the Galloping Goose and on a major bus route 

JOB SUMMARY 

The Accountant is responsible for the day-to-day financial operations of M’akola Development Services 
and is a resource to the management team in their responsibilities for management of M’akola 
Development Services funds. The Accountant functions as a team player with a co-operative approach 
to achieving goals and objectives while maintaining a strong, constructive, and supportive working 
relationship with staff, vendors and community agencies. 
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EDUCATION AND EXPERIENCE 

• Diploma or Bachelor’s degree in accounting; bookkeeping diploma/certificate or 3-5 years recent 
related experience in full cycle of accounting, including payroll (CGA not required) 

• Proven experience taking responsibility for full-cycle accounting processes policies and systems 

• Strong financial acumen and analytical agility 

• Detail oriented, organized and able to meet tight deadlines 

• Advanced working knowledge of Excel, including pivot tables, is an asset 

• Working knowledge of Great Plains is a strong asset, but not required; and 

• Experience working as a finance coordinator, accountant or analyst in not-for-profit, 
community-based health or social service agency 

• Experience working in and with Aboriginal organizations. 

PRINCIPAL ACCOUNTABILITIES  

The Accountant is responsible for developing and leveraging all accounting aspects to provide full cycle 
accounting for the development team. Some administrative tasks will also fall under the responsibilities 
of this position. 
 
Specific duties include, but are not limited to:  
 

• Processes all accounts payable/receivable 

• Prepares aging AR reports 

• Performs the payroll function for all personnel, including group insurance, employee benefits, WCB 
reports, and T4s 

• Reconciles the general ledger accounts and prepares journal entries monthly 

• Prepares month-end financial reports; reviews with management 

• Prepares monthly bank reconciliations and monitors cash flow 

• Prepares monthly credit card summary statements 

• Reviews, validates and processes staff disbursement claims and corporate credit card 

• Assists with year-end audit requirements and prepares annual audit working papers and supporting 
documentation  

• Assists management with annual budget process for review and discussion 

• Performs various financial analysis as directed by management 

• Files quarterly GST 

• Facilitates annual insurance renewals 

• Ensures proper supporting documents and authorizations are present for invoices 

• Disburses/mails all forms of payment 

• Sets up new vendor accounts as required 

• Handles all vendor inquiries 

• Processes, enters and posts vendor invoices 

• Prepares all forms of payment for signature  

• Prepares monthly bank reconciliations  

• Processes and reconciles all bank deposits  

• Delivers bank deposits to the bank 

• General administrative duties as assigned by management 

• Performs other accounting duties as assigned by management 
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Knowledge, Skills and Abilities 
 

• Ability to establish and execute improved and coordinated accounting and financial systems 

• Ability to create financial and management reports and ensure accounting compliance 

• Ability to maintain high level of accuracy in preparing financial information 

• Ability to maintain an orderly filing system of all documents 

• Ability to make special expenditures and cost analysis; prepare quarterly reports 

• Ability to prepare financial statements and statistical reports for funding agencies 

• Demonstrated aptitude in dealing with private and confidential information; uses diplomacy and 
tact in all interactions 

• Ability to develop and maintain databases 

• Knowledge of project budgets and ability to manage monthly development and construction costs 
for MDS clients; this may include liaising with clients, funders and contractors/consultants  

• Ability to provide rational, technically-sound recommendations on appropriate project 
accounting/reporting options for projects and to clients 

 

APPLICATION DETAILS 

The application process closes June 30, 2017. In-person interviews start July 4, 2017. The position may 
remain open until filled.  
 
Interested candidates should submit a cover letter outlining how you meet or exceed the position’s 
criteria, along with a detailed résumé, both in PDF format.  
 
Please put “Accountant” in the subject line, and address it to the attention of:  
 
M’akola Development Services Management Team 
hr@makoladevelopment.com 
 
Only those selected for interviews will be contacted. References will be required for all interviewed 
candidates. 
 

mailto:humanresources@makola.bc.ca

