
  
 

 
POSITION TITLE:   Bookkeeper/Administrative Assistant 
PROGRAM:   AWARE Society, New Westminster, BC 
REPORTS TO:  HR Manager 
SCHEDULE:  2-3 days per week, 7 hours per day 
WAGE:  $32-$35 per hour based on experience 
ORIENTATION:             Three-month probation period     
SUMMARY:   To provide bookkeeping and administrative support to staff and clients.  

APPLY:   info@awaresociety.bc.ca by March 15, 2024 

 

 
NATURE AND SCOPE OF WORK: 

To develop and maintain monitoring and tracking systems to ensure appropriate tracking 
procedures. To provide administration / clerical support and manage some accounting tasks. 

 
DUTIES AND RESPONSIBILITIES: 
 
Bookkeeping Duties: 

• Bookkeeping experience – QuickBooks Online  

• Assist with creating monthly activity & financial claim and forecasts to the Ministry  

• Monthly financial claims to Fraser Works Coop 

• Maintain and reconcile Credit Card and monthly Bank statements 

• Keeps accurate accounting records of all financial transactions 

• Processes Accounts Payable and Receivable 

• Assist with Payroll bi-weekly and WCB on quarterly basis 

• Prepare cheques as needed 
 

Administrative Duties: 

• Minimum 2 years office admin experience – proficient at MS Office and Excel 

• Excellent communication and organizational skills 

• Initiative; able to work independently and follow directions well 

• Greet clients; perform pre-assessment with clients and ensure that information and 
appropriate forms are filled out by clients prior to receiving that service 

• Maintain electronic appointment calendar for staff 

• Provide information on programs / workshops run by AWARE 

• Register clients for information sessions and workshops 

• Assist with resumes, covering letters, and correspondence 

• Order and maintain inventory of office supplies and resources 

• Enter data into customized database and track stats  

• Filing as required 

AWARE 
Assisting With Awareness Regarding Employment 
www.awaresociety.bc.ca 
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