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NVIATS Job Training Opening 
Finance Office Assistant Trainee 

September 26, 2022 – January 27, 2023 Approximately 18 weeks 
 

The Finance Office Assistant Trainee will work fulltime (7 hours/day, 5 days/week) Monday to 
Friday, with a potential to lead to a permanent position.  
 
The successful applicant will be responsible to, the Finance Administrator or the designate, duties 
will include doing or learning how to do the following: 
- Have the ability to work with Adagio accounting software and Paydirt (willing to learn) 
- Good computer skills, especially in Microsoft programs like Excel, Word, Outlook, and 

PowerPoint 
- Photocopying of various documents 
- Filing of accounts payable/paid, payroll, accounts receivable information, funding sources, 

including setting up various filing systems as needed 
- Matching packing slips and purchase orders to invoices on monthly statements; entering the data 

into the accounting system once it has been coded 
- Reconciling cheques to monthly bank statements for all band bank accounts 
- Reconciling Accounts Payable computer program cheques 
- Ensuring all cheques requiring to be mailed are ready for mailing and sent out at the earliest 

possible time after being signed 
- Doing a month-end cash count 
- Helping to keep the accounting office clean and tidy 
- Provide assistance in other areas of finance administration as may be required 
- Adhere to the DFN personnel and financial policies. 
 
Knowledge, Skills & Experience 
- Be willing to further education such as; Certified Payroll Compliance Practitioner through the 

Canadian Payroll Association 
- Attention to detail is very important, as well as drive for quality 
- Organizational and time management skills 
- work independently or as a team member 
 

Wage: $17.94 
 
Deadline is 12:00 pm, September 22, 2022 
Please deliver/email your cover letter and resume` 
To: Leanne Moon – Finance Administrator Trainee 
Email: pr.ar.finance@kingcome.ca  
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