
 
 

Internal/External Job Posting 
Regular Full Time Non-Union Position 
Accounting Assistant 
 

 

The Grand River Conservation Authority is a successful partnership of municipalities, working together to promote 
and undertake wise management of the water and natural resources of the Grand River watershed. The GRCA’s 
annual budget is $35 million and the GRCA owns and manages about 19,400 hectares (48,000 acres) of land. 
Funding is obtained from municipalities, provincial and federal government agencies, and about 50% of revenue is 
self-generated including conservation area fees, property rental, hydroelectricity generation, fees for service and 
other sources. Our mission is to develop and implement programs, directly or with our partners, to improve water 
quality, reduce flood damages, maintain a reliable water supply, facilitate watershed planning, protect natural 
areas and biodiversity, and provide environmental education. GRCA is also committed to being an environmentally 
responsible provider of outdoor recreation opportunities and to maintain a responsive, innovative, accountable 
and financially sustainable organization. 

 
General Accountabilities 
This position reports to the Senior Accountant and is responsible for performing accounts receivable, 
accounts payable and office services tasks. This position will record accounting transactions applicable 
to an organization that operates a highly diverse set of programs.  Duties will include maintaining, 
analyzing, updating and reconciling financial information with a high degree of accuracy and in 
accordance with established deadlines. This fast-paced organization provides an opportunity to be 
exposed to a variety of duties within a team of eight professional accountants. 
 
The successful candidate will be highly organized, efficient and proficient at prioritizing competing 
deadlines. The candidate will demonstrate problem-solving skills and exercise professional judgement. 
This position would be well suited to an individual who enjoys working with a team and is enthusiastic 
about continuous learning. 
 
Specific Accountabilities 
 
1. Process Accounts Receivable, Accounts Payable, POS (point of sales) transactions and direct deposits 

via Electronic Funds Transfer and/or automatic withdrawals from GRCA bank accounts 
 

2. Process daily receipts related to Conservation Area Operations  
 

3. Maintain and administer petty cash and reconcile the head office petty cash fund 
 

4. Assist in maintaining the moveable assets database 
 

5. Process and prepare daily bank deposits 
 

6. Assist with bank reconciliations 
 

7. Maintain accounting files including records retention/destruction duties and perform regular filing 
 

8. Participate on team providing occasional back-up relief for switchboard 
 



9. Assist Senior Accountant and/or Manager of Corporate Services with finance matters and perform 
other administrative duties as necessary 

 
 
Technical Accountabilities 
 
1. Diploma in Accounting with a minimum of 2 years of relevant accounting experience; working 

towards CPA designation is considered an asset 
 

2. Proficient in Microsoft Office Suite (Word, Excel, Access, Outlook) 
 

3. Experience with Microsoft Dynamics (Great Plains, SmartConnect & RMS) is considered an asset 
 

4. Strong organizational and written/verbal communication skills with strict attention to detail are 
necessary 

 

5. Ability to work independently as well as part of a team 
 
 

 
The salary range for this position is Job Level D $44,110 to $53,666 - 35 hours per week 
 
GRCA offers a comprehensive benefits package including health, dental, vision care, life and disability 
insurance, membership in the OMERS pension plan and a pass which entitles you to free entry into all 
conservation areas. GRCA also offers its employees a flexible work schedule. 
 
Approximate Start Date: September 2018 
 
 
To Apply:  Please send a resume and covering letter to careers@grandriver.ca in MS Word or PDF 
format and quote “Accounting Assistant #105” in the subject line. 
 

Deadline for Applications: 4:00pm Monday, July 9th, 2018 

 
We thank you for your interest, however only candidates under consideration will be contacted. 

Accessibility accommodations are available for all parts of the recruitment process. Applicants need to 

make their needs known in advance. 

 

 

 

 

 

 

Personal information collected in relation to the recruitment process is collected under the authority outlined in the Municipal Freedom of 
Information and Protection of Privacy Act and used solely to determine eligibility for employment with the Grand River Conservation Authority 
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