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POSITION: Office Administrator 
  
REPORTS TO:  Managing Directors’ Team 
 

 
 

SCOPE OF POSITION: 
 

 
The Office Administrator (OA) supports the Light House management team with operations in the preparation of 
accounting records, financial planning and analysis and budget management functions, as well as some operations support. 
The OA is responsible for drafting financial reports and is expected to act as Light House’s main liaison regarding accounts 
payable and receivable. They are responsible for managing operations, such as staying on top of insurance or preparing 
Society filings such as Change of Directors’ forms. 
 
Due to the size of the organization and the volume of work, the OA position is a 16-21 hour per week part-time role. Please 
send resumes and cover letters to brenda@light-house.org with “Office Admin” in the subject line.  We greatly 
appreciate your effort in applying. 
 
 

ROLE, RESPONSIBILITIES & EXPECTATIONS 
 

 
 

ROLE / 
RESPONSIBILITIES 

EXPECTATIONS 

Manage accounting 
operations 

- Manage day-to-day operations including the preparation of journal entries, payroll, 
accounts payable, accounts receivable, bank reconciliations and statutory reporting.  

- Generate accounts receivable invoices, flagging any issues for Managing Directors’ Team 
review. 

- Follow-up on delinquent accounts receivable payments. 
- Provide accounting policy orientation for new staff. 
- Manage Light House’s GST remittances. 
- Communication with CRA as required. 
- Maintain and update the accounting processing correctly and smoothly. 
- Liaise with an accountant to produce annual financial statements, and as-needed on an 

ongoing basis. 
Responsible for Light 
House’s accounting 
compliance 

- Liaise with the accountant to ensure compliance with local, provincial, and federal 
reporting requirements.  

- Serve as primary liaison relative to Light House financial issues.  
- Use electronic communications and filing whenever possible.  
- Follow internal controls to ensure that accounting activities are in accordance with 

established legal and regulatory requirements, and Light House policies and procedures.  
Manage Light House’s 
banking communications 

- Liaise with Light House’s Account Manager to provide / obtain information as required. 

Manage payroll and 
financial aspects of 
Human Resources 

- Administer payroll through service provider (currently Payworks). 
- Administration of employee benefits through service provider. 
- Liaise with HR service provider. 
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Responsible for Light 
House financial reporting 

- Support the Managing Directors’ Team and Board in Light House financial planning and 
budget management functions.  

- Recommend benchmarks for measuring the financial and operating performance.  
- Manage the preparation of financial forecasts.  
- Prepare and present financial information for monthly and annual reports.  

Support the 
management of Light 
House’s contracts with 
clients and sub-
consultants. 

- Ensure that signed contract amounts are entered into time tracking and accounting 
software. 

- Provide information as required to assist Project Managers in handling any contract 
disputes. 

As part of the 
Management Team, 
develop and implement 
recommendations to 
improve Light House 
profitability. 

- Help the Directors’ Team to prepare the Annual General Meeting to review the previous 
year’s financial performance and to set goals and targets for the coming year. 

- Present financial information at interim and annual general board meetings. 
- Develop and maintain operating budgets and cash-flow forecasts. 
- Establish and implement short- and long-range departmental goals, objectives, policies, 

and operating procedures related to Light House financial issues. 
- Prepare, analyze and present monthly and annual income statements and balance 

sheets for review by the Directors’ Team. 
- Monitor and analyze monthly operating results against budget. Co-ordinating the 

financial planning and budget process; analyzing and adjusting estimates. 
- As required, define, measure, analyze, improve and control current processes which 

impact customer quality and influence internal operating efficiency. 
- Provide strategic analysis as required to drive improved decision making. 
- Co-ordinate closely with Directors’ Team to drive earnings targets. 
- Reporting to Directors’ Team concerning any trends that are critical to the organization’s 

financial performance. 
- Contribute to organization strategy and culture as a key member of the management 

team.  
Ensure effective and 
efficient delivery of 
consulting services 

- Reviews monthly project progress reports and monthly financial reports discuss 
recommendations with Directors’ Team. 

- Drives adherence to business practices and cost controls to ensure profitability. 
Project Accounting - Provide support to staff to ensure efficient and accurate project accounting.  This could 

include: 
o Help to set up new clients and projects in the project tracking software, 

finish the related data entry as required. (e.g. entering project-related 
expenses) 

o Book hotels, flight tickets, rental card, restaurant, training sessions and so 
on. 

o Preparation of project financial status reports on an as-needed and 
monthly basis  
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Operations Support - Provide support to Directors’ Team to manage the financial aspects of and minimize 

financial liabilities associated with operations.  This could include: 
o Maintain necessary corporate memberships, website registrations, etc. 
o Liaising with Light House’s landlord. 
o Ensuring software and hardware is purchased as requested, while 

minimizing costs. 
o Establishing and maintaining an asset inventory.  
o Securing quotations for CGL, Professional Liability and Directors and 

Officers insurance coverages. 
o Scheduling and preparing filings under the BC Society Act. 

 
 
SKILLS, QUALIFICATIONS AND EXPERIENCE REQUIRED: 
 
CATIONS AND 
 EXPERIENCE REQUIRED: 
Education requirements: 

 
MUST HAVE: 
1. Post-secondary education in bookkeeping or equivalent 
 

 
 
Experience requirements: 

 
MUST HAVE: 
1. 3 or more years of experience in office administration, bookkeeping and other related activities. 
2. Experience with entering data into QBO. 
3. Experience administering payroll. 
4. Experience preparing draft financial statements for review by accountant. 

 
NICE TO HAVE: 
1. Experience with small businesses and an entrepreneurial environment. 
2. Experience in management control, accounting, budget control. 
3. Experience with non-for-profit companies. 

 
 
Technical skill requirements: 

 
MUST HAVE: 
1. Payroll and remittance experience and GST remittance experience. 
2. Command of accounting software (QBO). 
3. Command of Microsoft Word, Microsoft Excel, Microsoft Outlook, Adobe Reader. 
4. Working knowledge of bookkeeping protocols. 
5. Managing and setting up excel spreadsheets to track project costs and revenue. 
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NICE TO HAVE: 
1. Knowledge of accounting principles for Canadian Not-for-Profit entities. 

 
 
Soft skill requirements: 

 
MUST HAVE: 
1. Ability to work pro-actively and independently. 
2. Strong organizational abilities with sound judgment to prioritize activities. 
3. Good verbal & written communication skills. 
4. Ability to solve problems in an unstructured environment. 
5. Strategic thinker. 
6. Confident and able to take responsibility for decisions. 
7. Commitment to sustainability. 
8. Self motivated, autonomous and works with very little supervision. 
9. Results oriented and able to handle concurrent tasks/ projects efficiently. 
 
NICE TO HAVE: 
1. Additional languages, especially Mandarin, Cantonese, French, or Spanish. 
 
Light House is a Living Wage for Families certified employer. We are committed to providing equal opportunities and 
equal compensation. Wages are not influenced by gender, race or ethnic identity. At Light House, we embrace 
diversity. Every individual brings something unique to the team that allows us to have a diverse perspective and solve 
problems more inclusively and more equitably.  
 
LOCATION  
 
Light House is grateful to operate on the traditional, ancestral and unceded territory of the Coast Salish People - 
Sḵwx̱wú7mesh (Squamish), Stó:lō, Səlílwətaʔ/Selilwitulh (Tsleil-Waututh) and xʷməθkʷəy̓əm (Musqueam) Nations. This 
position is local to the Lower Mainland. 
 
Please send resumes and cover letters to brenda@light-house.org with “Office Admin” in the subject line.  We greatly 
appreciate your effort in applying. 
 


