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Job Title: Finance & Accounting Manager 

Employment:    Permanent Full-time (Monday – Friday, 35.0 hours per week) 

Job Summary: Working in a well-established not for profit Indigenous controlled organization you will be responsible for 
providing financial support to the EN’OWKIN CENTRE, Theytus Books Ltd., the programs, universities and colleges with 
which we affiliate.    

Key Responsibilities: 

• Prepare or co-ordinate the preparation of financial statements, summaries, and other financial management reports, 
including year-end procedures for audit.  

• Prepare monthly and quarterly management reporting.  

• Present financial statements and reports to the OIERS/Theytus Books Board Finance/Management Committee and to 
the full Board of Directors.  

• Ensure compliance with accounting policies and regulatory requirements.  

• Ensure the implementation of OIERS/Theytus Books Financial Management Policy and Procedures and provide advice to 
OIERS/Theytus Books Finance and Management Committee for needed changes to maintain current efficiency and 
effectiveness.  

• Co-ordinate and direct OIERS financial budgeting and forecasting process with Board of Directors/Department 
Managers.  

• Review/assist with project budget forecast updates with department managers.  

• Assess current practices and procedures and make recommendations for improvements. • Assist with OIERS annual 
business plan and subsequent annual budget.  

• Notify and report to the OIERS/Theytus Books Board of Directors concerning any trends that are critical to the 
organization’s financial performance.  

• Participate in OIERS/Theytus Books Board Finance Management Committee meetings and in full Board meetings as 
required and support governance processes.   

• Supervise/develop the work of direct team members to ensure proper execution of the finance function, recording of 
sales, banking, accounts receivable, accounts payable, benefits administration and inventory management.  
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• Complete and submit tax remittance forms, worker’s compensation forms, and other government documents (i.e. 
annual reports)  

• May perform the same of supervised employee or arrange for the work to be completed in their absence.  

• Supervise administrative and casual/contracted administrative support staff.  

• Assist in other related activities which promote and advocate for the CENTRE and its programs, as assigned by the 
OIERS/Theytus Books Board of Directors 

• Up to date financial reporting 

Qualifications:  

• Certified Professional Accounting designation required 

• Minimum 5 years’ experience in a similar role  

• Sound knowledge of current financial and accounting practices and tools  

• The ideal candidate will thrive in this cultural educational organization with a strong interest in working with indigenous 
peoples  

• Strong communication skills and the ability to work and communicate with employees and management.  

• Strong demonstrated use of Excel, Word and PowerPoint. Performance Measures:  

• Cash flow stability, ie ensuring customers/ authors payments in a timely fashion  

Salary / Benefits: Commensurate with experience.  

How to Apply: Please submit your resume and cover letter to operations@enowkincentre.ca detailing your relevant 
experience and qualifications. Syilx applicants who do not meet all requirements are encouraged to contact the 
Operations Manager at the above email to discuss job-readiness training. 

About the Organization: The En’owkin Centre is a dynamic institution, which puts into practice the principles of self-
determination and the validation of cultural aspirations and identity. As an Indigenous cultural educational, ecological, 
and creative arts organization, En’owkin plays a lead role in the development and implementation of Indigenous 
knowledge and systems, both at the community and international levels. 
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