SIKSIKA BOARD OF EDUCATION

EMPLOYMENT OPPORTUNITY

Position Title: Finance Coordinator

Reports To: Financial Controller

Location: Siksika Board of Education

Employment Type: Full-time

Compensation: Competitive Salary Grid and Benefits
Application Deadline: October 12, 2026
Competition Number: FIN-2026-10-01

About the Role:

The Finance Coordinator supports accurate and timely financial administration for the Siksika Board of Education. The
position completes bank reconciliations, administers corporate credit-card transactions, monitors employee time and
attendance in ADP, accounts receivable / invoicing, and provides trained backup support for accounts payable and payroll.
The role contributes to reliable financial records, effective internal controls, and the continuity of essential Finance

operations.

Responsibilities:

e Complete monthly bank reconciliations for assigned accounts; investigate differences, prepare supporting
schedules, coordinate approved correcting entries, and monitor outstanding items until resolved. Report any
irregular entries

e Review corporate credit-card statements and match transactions to receipts, approvals, business purposes, and
appropriate account coding. Ensure credit card payments are timely

e Maintain accurate time-and-attendance support and follow authorization requirements when processing or
coordinating timecard corrections

e Cross-train in accounts payable and provide backup coverage by reviewing invoices, confirming approvals and
coding, entering transactions, preparing payment batches, and responding to routine vendor inquiries

e Maintain organized electronic and paper records and provide documentation for month-end, year-end, audit, and
financial-review processes

e Process invoices for facility and bus rentals

e Performs other related duties as required

Requirements:

e Clear Criminal Record Check (Vulnerable Sector) and Child Intervention Record Check (Criminal Record Check
must be current)

e Certificate or Diploma in accounting, business administration, payroll, or a related field

e Relevant experience in bookkeeping, accounting, bank reconciliation, accounts payable, payroll, or time-and-
attendance administration is preferred

e Experience using accounting software, ADP or a comparable payroll and timekeeping system, and Microsoft Excel
is an asset

e An equivalent combination of education and relevant experience may be considered

e Valid driver’s license and/or reliable transportation

e Vested interest in the preservation of Siksika culture, language and knowledge

How to Apply: Please send your cover letter and resume by email to workwithus@siksikaboardofeducation.com and
include the competition number in the subject line.

Other Careers with SBE: https://siksikaed.com/about-us/careers/

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

SBE is guided by our Siksika values. Decisions and actions will demonstrate these values.
Our values create long-term benefits for Siksika Nation and the students we serve.
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