
 
     The Calgary Chinese Elderly Citizens’ Association 

 

  

STAFF ACCOUNTANT 
(Part time, 22.5 hours per week) 

 
The Calgary Chinese Elderly Citizens’ Association is a charitable organization that provides a supportive 
environment for the enhancement of well-being of Chinese older adults and to integrate into the Canadian society.  
The accountant will be responsible for managing all financial accounting/operations of the organization, and to 
ensure compliance with accepted accounting principles.  

 
Operational responsibilities 

 Manage all general ledger and subsidiary journals, including cash and credit card receipts and 
disbursements, accounts payable, accounts receivable and payroll accounts. 

 Reconcile bank accounts, accounts receivable, accounts payable and credit card transactions on a 
monthly basis. 

 Process cash disbursements and staff reimbursement monthly. 
 Manage the purchase order process for the organization. 
 Prepare customer invoices, charitable receipts and cheque payments.   
 Prepare payroll information on a monthly basis. 
 Prepare GST rebate filing. 
 Manage proper allocation of revenue and expenditure for various funds. 
 Any other duties as assigned from time to time. 

 
Budget and Reporting  

 Work with the external auditor to ensure the completion of the year-end audit and financial statements. 
 Assist in preparation of annual Registered Charity Information Return 
 Prepare the organization’s budget in consultation with the Executive Director. 
 Prepare monthly, quarterly and annual reports/financial statements to various accounts/funding for 

board approval and monitor organization budgets. 
 Maintain and monitor financial performance of all banking accounts 

 
Qualifications and Skills:  

 Degree/Diploma in Accounting or related disciplines.   
 Experience in using QuickBooks is a must. 
 Minimum of 3-4 years’ experience in the field of accounting. 
 Experience in not-profit-organization is an asset. 
 Fluency in speaking and writing English and Chinese (Cantonese or Mandarin) 
 Chinese word processing skill will be an asset. 
 Demonstrated skills: Organizational skills with the ability to multi-task, prioritize workloads and meet 

deadlines; exceptional attention to detail and accuracy; able to work independently and as a member of 
a team; excellent interpersonal and communication skill; good computer skills to work with Microsoft 
Office (Word, Excel, Access, and Outlook).   

 
Please submit resume and cover letter to: Elaine Ogada or email: elaine.ogada@cceca.ca before September 1, 
2021.  We would like to thank you in advance for your interest in this position as only candidates selected for 
interview will be contacted. 


