
Page | 1  

 

 

 

Job Title: Finance Coordinator 

Reports to: Manager of Accounting/Deputy Treasurer 

Status: Full time Non-union/exempt 

Salary: $56,856.15 – $65,963.17 (2025 rate) - including a comprehensive 
benefit package and enrollment to OMERS pension plan. 

Dated: July 3rd, 2025 

Position Summary  
As the first point of contact for the Township’s financial matters, the Finance Coordinator’s 
main responsibilities include resident relations, receipting, accounts payable processing, 
taxation support, and asset management maintenance. 

Duties 
1. Administration and Property Tax 

• Front desk service, including processing tax payments and general items such as 
building permit fees and dog licences. 

• Respond to resident requests in person, by email, and by telephone. 
• Prepare all bank deposits. 
• Process electronic payments and nightly bank EFT’s. 
• Assist the Manager of Accounting/Deputy Treasurer with the property tax billing 

cycle, including rate entry, mortgage listing maintenance, bill printing and 
mailings. 

• Monitor municipal sales listings to ensure correct ownership records.  

2. Accounts Payable and Asset Management 

• Maintain and process all accounts payable, ensuring expenditures are accurately 
posted to the general ledger.   

• Follow up with department heads and vendors to clarify discrepancies and 
confirm proper approvals. 

• Process paper cheques and submit EFT files. 
• Maintain a listing of capital purchases in support of the Township’s asset 

management plan. 
• Support the year-end audit process in regards to A/P and asset management. 
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3. Other Duties as assigned 

• Maintain employee vacation, banked overtime and sick leave records. 
• Perform other duties as required within scope of abilities. 

Qualifications: 
• Post-secondary diploma with a focus on Accounting or Business studies. 
• Completed the AMCTO Municipal Accounting and Finance Program or a 

willingness to obtain. 
• Two (2) years related finance and/or accounting experience, preferably in a 

municipal environment. 
• Familiarity with the Munisoft suite of programs is considered an asset. 
• Strong analytical skills and attention to detail.  
• Proficient user of the Microsoft Office Suite, including Excel.  
• Knowledge of applicable federal and provincial tax legislation for compliance. 
• Good oral and written communication skills.   
• Strong desire to provide good customer service to Township residents. 

Contacts and Other Dimensions: 

Direct reports: 0 

Indirect reports: 0 

Other working 
relationships 

Communicates regularly within the department as well as with 
department heads, vendors, and suppliers 

Occasional contact with government agencies, financial 
institutions and our external auditors. 

Budget: Processes invoices for payment.  Receipt of cash and cash 
equivalent payments. 

Working Conditions: 
• Work is performed in an office environment with a requirement to meet regular 

statutory and cyclical accounting deadlines. 
• Work is completed using a computer keyboard and mouse, which requires 

manual dexterity. 
• Daily exposure to the public, which can be high volume and may include dealing 

with difficult situations in a professional and discreet manner. 
• Time management skills and an ability to concentrate are required to complete 

tasks efficiently and ensure accuracy.  
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