Nutrien

WONDERHUB

FINANCE COORDINATOR

POSITION SUMMARY

Reporting to the Director of Finance, the Finance Coordinator is responsible for general finance and
accounting duties, ensuring the accuracy of financial records. The Finance Coordinator provides
assistance to the Director of Finance and other team members on related accounting and administrative
duties.

KEY AREAS OF RESPONSIBILITY

1. Finance and Accounting Duties
e Conducts general accounting activities including posting general ledger entries, adjusting
entries, and bookkeeping.
e Responsible for the Accounts Payable (A/P) function by performing duties such as:
e Validating and ensuring approval of all invoices and expense claims.
e Ensuring approval from designated signing authorities.
e Ensuring timely and accurate processing and payment of approved invoices.
e Responsible for the Accounts Receivable (A/R) function by invoicing, monitoring, receiving,
accounting of funds, and reconciling statements.
e Performs banking duties including daily cash-outs, cash reconciliation, and bank deposits as
needed.
e Monthly reconciliation of bank and credit card statements and point-of-sale (POS) system.
e Tracking and remittance, or settlement, of applicable taxes such as GST and/or PST.
e Assists with the preparation of month-end and year-end financial reports.
e Assists with grant applications and reports, including tracking funds received and expenses.
e Assists with preparation for the annual financial audit.
e Ensures internal deadlines for timesheets, payables, and other relevant items, are
communicated and met.

2. Payroll and Benefits
e Sets-up and maintains employee information in payroll and benefits systems and programs.

e Responsible for processing payroll twice monthly.

e Ensures remittance of all statutory and tax deductions to the government.

e Processes year-end and periodic payroll requirements such as T4s and records of employment,
when needed.
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3. Office and Administrative Support Functions

Responds to inquiries from external parties and internal team members, promptly and
professionally.

Maintains accounting filing systems.

Provides back-up to Executive Assistant role during absences.

4, Other

Performs all duties and responsibilities in a manner consistent with the museum’s mission,
vision, and values.

Maintains the highest level of discretion and confidentiality at all times, using diplomacy when
dealing with sensitive matters while exercising sound judgement, respect, and discretion.
Performs other related duties as assigned.

QUALIFICATIONS & SKILLS

A post-secondary degree in accounting, finance, business administration, or a related field.
Individuals who are currently working toward a degree or certificate are encouraged to apply.
One to two years’ of progressively responsible accounting experience. Experience working in the
non-profit sector is an asset, but is not essential.

Equivalent combination of education and experience would be considered.

Proficiency in QuickBooks, payroll processing systems, Microsoft Office Suite, and CRM/POS
platforms.

Strong organizational and time management skills with excellent attention to detail to ensure
accuracy across all functions.

Strong interpersonal and communication skills and the ability to work collaboratively with staff,
visitors, volunteers, and community partners.

Demonstrated ability to organize workload and sustain productivity and accuracy under
pressure.

Clear understanding of generally accepted accounting procedures and accounting standards for
non-profit organizations.

Able to collaborate with all internal teams, helping to build a culture focused on delivering value
to our visitors and stakeholders.

Willingness to learn and adapt to challenges and differing perspectives.

Interest in childhood education and development, and the role of museums in communities.
Commitment to inclusion, diversity, and equity.

OTHER CONSIDERATIONS

Current Criminal Record Check required upon offer of employment.

This position requires travel within Saskatoon; a valid driver’s license as well as access to a
vehicle is essential.

Must be available during non-regular business hours, such as evenings and/or weekends, to
attend meetings and events, on an occasional basis.

REPORTING
This position will report to the Director of Finance.
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COMPENSATION
e Salary range: $24.48 to $30.60 per hour (target mid-point of $27.54), depending on experience
e Three weeks’ vacation
e Comprehensive group benefit plan
e  Group retirement savings plan
e Professional development opportunities
e Complimentary family membership to the museum

LOCATION

This part-time (20 hours/week) role will primarily be in-person, with some flexibility to work remotely
from time to time. Nutrien Wonderhub is located at 950 Spadina Crescent East, Saskatoon, SK. Some
travel is required occasionally, primarily within Saskatoon.

WHO WE ARE
Our mission is to bring children and families together to create, learn, play, and explore without
boundaries.

Our vision is to expand possibilities for children; building a brighter future for our community.

We are a world-class children’s museum. In June 2019, we opened our doors at our new home in the
historic Mendel Building, located on the banks of the South Saskatchewan River. Since opening we have
brought thousands of visitors together in a rich educational environment that fosters learning through
experiences rooted in play.

Our interactive exhibits and engaging programs provide creative and educational experiences for
children and families. A walk through the museum reveals a flowing space that is comfortable, exciting,
and welcoming of all people. From the ethereal northern lights that grace the heights of the facility’s
main gallery to the fan-favourite, whimsical fiber-art climbing structure, you’ll discover nooks for high-
energy activity and crannies for quiet, thoughtful creation and play. Our exhibits provide endless
opportunities to explore the wonderful ways science, technology, engineering, art, and math interact.
The museum draws visitors from across the province, and beyond, and is integral to the cultural fabric of
Saskatchewan.

We are Saskatchewan’s only children’s museum and in 2022-23 we anticipate more than 100,000 visits.
As a non-profit organization, we rely on daily admissions, memberships, programming fees, and vital

community support to fund our programs and operations.

For more information about Nutrien Wonderhub, please visit: www.wonderhub.ca.

FOR MORE INFORMATION ABOUT THIS OPPORTUNITY, PLEASE CONTACT:
Richa Bhardwaj, Director of Finance

306-249-3574 ext. 225

richa@wonderhub.ca

TO APPLY, PLEASE SUBMIT A COVER LETTER AND RESUME BY 11:59 PM ON SUNDAY, DECEMBER 15,
2024 TO:
richa@wonderhub.ca
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Nutrien Wonderhub offers an inclusive workplace that embraces diverse backgrounds and commits to
diversity, equity, and inclusion.

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