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GREENVIEW, ALBERTA 
OPEN COMPETITION 
 

JOB TITLE:   FINANCE OFFICER- FINANCIAL REPORTING 
DEPARTMENT: CORPORATE SERVICES 
REPORTS TO: GM, CORPORATE SERVICES 
LOCATION:  Administration Offices – Valleyview Alberta 
 
SUMMARY:  

 
The Finance Officer reports to General Manager, Corporate Services. This position is responsible for the 
preparation and distribution of various financial statements for the Municipality to Management and Council.  
The incumbent will also manage all aspects of the Municipality’s external financial and compliance reporting 
processes to include planning and coordination of the annual audit process, providing specialized and 
government specific support on debt and tax related issues.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 
Major 

 Prepare monthly operational and capital budget to actual reports. 

 Prepare quarterly operational and capital budget to actual reports, including variances.  

 Annually prepare and distribute both internal and external financial statements and financial information 
returns, maintaining the highest quality, reliability and accuracy.  

 Manage monthly closing processes, including reconciliations and analysis of related accounts.  

 Coordinate the annual audit process, with external auditors. The process includes completing the 
annual depreciation process, moving Work in Progress to Fixes Assets, etc.  

 Assist with developing and maintaining the integrity of the financial reporting process and financial 
controls.  

 Coordinate, develop and update written policies and procedures for the financial reporting process.  

 Maintain and strengthen internal controls for financial reporting processes. 

 Research and resolve accounting issues including evaluation and implementation of new accounting 
pronouncements to ensure compliance. 

 Serve as the primary point of contact with external auditors and ensure effective communication among 
staff, internal audit and external auditors.  

 Prepare required notes to the corporate external financial statements. 

 Prepare work schedules and other work papers in support of the Municipality’s corporate and other 
generally accepted accounting principles (GAAP) financial statements.  

 Coordinate the review and publication process for the corporate and other GAAP financial statements.  

 Coordinate with Information Systems Technician to improve and enhance financial data reporting 
techniques. 

 Conduct annual review of all assumptions used in classifying fund codes and object codes for external 
financial statement presentation and ensuring all data is complete and accurate.  

 Research software applications and tools that can be utilized to improve and accelerate the compilation 
of financial statements in the future.  

 Compile and report on historical data as requested by Management, Council and external agencies. 

 Assume responsibility for financial sections of all compliance reporting identified.  

 Maintain Financial Accounting and Reporting (FARM) manual for use by appropriate accounting 
personnel.  

 Responsible to identify potential federal and or provincial grants and make applications for these grants 
on behalf of the municipality.   

 
Minor 

 Occasionally cover the duties of the Manager, Finance and Administration. As well as assist with the 
financial duties (posting batches, etc.) when necessary to ensure the accounting process is completed 
efficiently.  

http://www.mdgreenview.ab.ca/
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QUALIFICATIONS / EDUCATION / EXPERIENCE: 

 To perform this job successfully, the individual must be able to perform the duties listed above to a high 
degree of quality, timeliness and precision. 

 Bachelor's degree in accounting, finance or business related field is preferred. 

 An accounting designation such as CGA or CMA or CPA is preferred 

 Must have a minimum of 5 years’ experience in finance, specifically in financial analysis and reporting.  

 High level of proficiency in generally accepted accounting principles (GAAP), requirements and 
practices. 

 Experience in Municipal or Government accounting is a strong asset.   

 Must be proficient in MS Office with particular skill in Excel and Accounting Software 
 
SKILLS REQUIRED: 

 Ability to interpret financial statements. 

 Accounting skills and familiarity with Municipal finances, budgets, taxes, assessments and mill rates. 

 Proficiency with Microsoft Word, Excel, PowerPoint and computerized financial systems. 

 Excellent verbal and written communication skills. 

 Ability to interact well with, and respond to inquiries from employees, Management, Council and 
Ratepayers. 

 Must be able to maintain confidentiality. 

 Must be self-motivated and able to work with minimal supervision. 

 Excellent organizational and time management skills. 

 Ability to think logically and complete work with a high degree of accuracy. 

 Ability to interpret, implement and adhere to organizational policies and procedures. 
 
WORKING CONDITIONS AND PHYSICAL ENVIRONMENT: 

 Extensive use of computer and telephone. 

 Long periods of sitting, good lighting, temperature and noise control. 

 Minimal physical effort; occasional light lifting. 

 Normal working day consists of 7.5 hours; however occasional overtime may be required.
 
HEALTH & SAFETY: 

 All personnel working at the Municipal District of Greenview are governed by the Municipal 
District Health & Safety Policy. 

 Ensures all operations are conducted in a safe manner and in accordance with Municipal District 
Policies and Occupational Health & Safety Regulations. 

 Ensure proper ergonomic requirements are met and good ergonomic procedures are practiced. 
 
Note:  The above statements are intended to describe the general nature and level of work being performed by the 
incumbent of this job.  They are not intended to be an exhaustive list of all responsibilities and activities required of the 
position. 
 

HOW TO APPLY: 
 

Interested candidates are invited to submit their cover letter and resume in one of the following ways: 
 

By Mail or Drop off: Human Resources  
Municipal District of Greenview No. 16,  
4806 – 36 Ave., Box 1079, Valleyview, Alberta T0H 3N0 

 

By Fax:   780-524-4307 
 

By E-mail:  careers@mdgreenview.ab.ca 
 

This position will remain open until a suitable candidate is found. 
 

We thank all applicants, however, only those selected for an interview will be contacted. 
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