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Job Title: 		Financial Reporting Advisor 
Job Number:			A-409 | VIP: 1646			
Band:			OPSEU-8 (subject to review)		
Department: 			Financial Services					
Supervisor Title: 	Assistant Director, Budget, Reporting & Systems
Last Reviewed:			September 9, 2024

JOB PURPOSE:
The Financial Reporting Advisors ensure the financial integrity of the university by managing accurate and timely posting of departmental transactions, performing reconciliations for bank accounts and capital asset sub-ledgers, and regularly preparing financial continuity reports. This role is key in supporting university account holders by providing guidance on financial reporting processes, conducting training on the university’s financial reporting systems, and facilitating informed financial decision-making.
This position plays a crucial role in data entry and financial analysis using ERP and Excel tools. The Financial Reporting Advisors contribute to the preparation and successful completion of financial audits, capital asset management, and year-end processes. 
Key Activities:
In-year Reporting
· Reconciles the University's bank accounts including accurate recording of CAD, USD and Lottery cashed cheques in the ERP system, maintain manual cheque log for the payroll payments, and investigate and correct errant entries, documentation and journal entries for approval. 
· Prepares journal entries for banking and departmental activity using electronic processes for approval.
· Creates and updates bank journal entry files, bank clearing deposits, prepares and interfaces approved journal entries after comparing to general ledger deposits and withdrawals.
· Creates interface entries for approval for deposits posted to clearing accounts for all cash receipt sessions.
· Transfers donation data files from the Advancement office to ERP, creating clearing entry for recorded transactions.
· Reviews and process monthly electronic journal entry files ensuring accuracy and compliance with the University’s general ledger structure. 
· Reviews general ledger accounts ensuring only approved account combinations exist and prepares correcting entries for review. 
· Responds to requests from Budget Developers and their delegates for information regarding transactions within their departmental accounts. Prepares correcting journal entries as necessary.  
· Prepares regular analysis of student fee cost recovery and associated expenses to ensure compliance with MCU Tuition Fee Framework and Ancillary Fee Guidelines for field trip and learning material fees charges.
· Maintain continuity schedules, preparing adjusting entries as required for review related to:
· Short term investments
· Prepaid expenses
· Updates foreign exchange tables in ERP.
· Updates account statement distribution list.
Capital Assets Reporting Support
· Runs reports and reviews general ledger transaction details to identify capital assets not captured during procurement. 
· Runs Capital Asset process for additions to sub-ledger, appropriately identifying additions as restricted or unrestricted as well as preparing quarterly capital asset sub-ledger reconciliation for review.
· Monitors monthly capital project work-in-progress activity, accurately categorizing transactions.
Year End Support
· Prepares cash and short-term investment schedules with appropriate backup documentation based on completed bank reconciliations verifying cash floats and petty cash and preparing adjusting entries as required.
· Prepares prepaid expense schedules with appropriate backup documentation and adjusting entries as required.
· Assists in preparing audit schedules and supporting documentation related to capital assets and deferred capital contributions for the year-end financial statements and for capital projects requiring separate external audit.
· Assists Assistant Director, Budget, Systems and Reporting to clear associated audit queries.
Training & Other Financial Services Support
· Delivers training to university staff on financial reporting systems and reporting procedures, ensuring compliance with university reporting requirements.
· Assists the Finance Systems Analyst in maintaining delegation of signing authority forms, tracking delegates, restrictions, and end dates. 
· Prepares special reports as requested using systems such as Excel, Synoptix, Word, Colleague and Access.
· Provides advice and compliance information and manages the general finance email account. 
· Supports the department in creating and using on-line forms. 
· Supports the finance department on projects to implement new processes. 
· Performs other duties as assigned by the Assistant Director, Budget, Reporting & Systems. 
Education Required:
· Honours University Degree (4 years) in Business/E-Commerce majoring in Accounting.
Experience/Qualifications Required:
· Three (3) years of experience in a general computerized accounting environment with focus on accounting principles, creating journal entries and reconciliations.
· Experience working with fund accounting or multiple departments is considered an asset.
· Demonstrated experience in completing complex account reconciliations on a regular basis and the investigation of reconciling items.  
· Demonstrated experience in working with software tools to find efficiencies in processes analyzing large volumes of data.
· Proficiency in Microsoft Office programs with advanced knowledge of Excel.
· Ability to create documented procedures capable of permitting others to successfully execute the process with minimal supervision.
· Strong customer service skills to communicate with internal and external clients.
· Ability to follow documented procedures to complete processes with minimal supervision.
· Ability to work with minimum supervision and as part of a team.
· A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
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