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Job Title: 		Library Finance & Administration Coordinator
Job Number:			X-020 | VIP: 1135		
Band:			EXEMPT-4							
Department: 			Library and Archives				
Supervisor Title: 	University Librarian
Last Reviewed:			April 24, 2026

JOB PURPOSE:
Reporting to the University Librarian, the Library Finance & Administration Coordinator provides administrative and operational support for Library and Archives in the areas of finance, human resources, office administration, communications, and facilities. 
They coordinate financial and administrative processes, maintains records and documentation, prepares reports and operational information, and supports the day to day functioning of the Office of the University Librarian in collaboration with Library and Archives staff and relevant university departments.
Key Activities: 
Finance 
· Supports budget preparation and annual financial processes by preparing financial data, forecasts, and reports, and assisting with budget tracking and monitoring for the Library and Archives operating budget.
· Acts as liaison with the University’s Financial Services Office for routine financial processes and issue resolution.
· Coordinates and processes financial transactions, including invoices, purchase orders, and expense claims, and monitors expenditures against approved budgets across operating, trust, and professional expense fund accounts. 
· Collaborates with the Manager of Library Services to compile, reconcile, and report on revenues from library fines, fees, cost recovery charges, and other service-related income. 
· Reconciles the Library and Archives purchasing card statements monthly, ensuring supporting documentation, approvals, budget coding, and submissions are complete and processed within required timelines.
· Coordinates purchasing Library and Archives equipment, furniture, supplies, and related services, including obtaining quotes, processing orders, maintaining records, and liaising with suppliers.
· Prepares monthly budget reports and forecasts and assists with year-end financial processes, including carry forward tracking and liaison with relevant Finance and Administration offices.
· Coordinates administration of student employment funding for the Library & Archives, including monitoring Work Study Program budgets, coordinating requests, tracking expenditures and submitting reimbursement documentation. 
· Collaborates with the Scholarly Resources Librarian to monitor and report on the acquisitions budget and related endowed funds, liaises with Financial Services to resolve routine invoice and payment issues. 
Administration 
· Supports administrative operation of the Office of the University Librarian. Including calendar management, meeting scheduling, and day to day office coordination.
· Provides administrative support to the Librarians Committee and the Library Advisory Sub-Committee, including scheduling, preparing agendas and supporting materials, recording and distributing minutes, and coordinating follow up communications. Provides administrative support to committees and working groups on behalf of the University Librarian as required.
· Maintains departmental files and records in accordance with confidentiality requirements, records management policies, and applicable legal and institutional standards.
· Compiles and coordinates the statistical and administrative information for annual reports and requests for information related to Library and Archives finances, facilities, and personnel.
Human Resources & Personnel
· Coordinates administrative aspects of recruitment and hiring processes for Library and Archives staff and faculty positions including posting vacancies, coordinating interview logistics, and supporting onboarding activities.
· Provides administrative support for faculty personnel processes, including documentation and timelines related to faculty appointments, tenure and promotion reviews, sabbaticals, service tracking, and related academic personnel matters, in accordance with university policies and procedures.
· Acts as liaison with Human Resources and the Provost’s Office on routine personnel processes and reporting requirements.
· Serves as the Library and Archives occupational health and safety representative, liaises with the Joint Health and Safety Committee on workplace health and safety matters.
· Coordinates communication of safety procedures, incident reporting, and related documentation in accordance with university policies.
Buildings & Facilities
· Acts as liaison with Facilities Management, Campus Security, and other academic and administrative offices on operational matters related to the Library and Archives and the Bata Library building.
· Supports Library and Archives space and facilities projects, coordinating project planning and implementation in collaboration with Library managers and staff.
· Coordinates building access for the Bata Library, including key and key card requests, and maintenance of related records in accordance with security procedures.
Communications Support 
· In collaboration with Library and Archives supervisors and staff, supports the implementation of communications initiatives, marketing materials, signage and promotional tools.
· Assists with promotion of Library and Archives news, services and events through social media, digital displays and other communication platforms. 
· Creates and maintains content to Library and Archives website. 
· Assists with planning and promotion of Library and Archives events.
· Liaises with the University’s Communications department to support alignment with institutional standards and branding guidelines.
· Supports Advancement initiatives involving the Library and Archives, including assisting with donor engagement and philanthropic activities. 
· Represents the University Librarian at meetings, on committees and at other occasions, as required.  
Other 
· Other related duties as assigned.
Education Required:
· Honours University Degree (4 year), preferably in Business, Finance, Accounting, Public Administration or a related discipline OR an equivalent combination of education and relevant administrative experience  
Experience/Qualifications Required:
· Three (3) years directly-related administrative experience, preferably in a university or other complex organizational environment.  
· Experience providing senior administrative support, including calendar management, meeting coordination, agenda preparation, and minute-taking.
· Familiarity with university financial, human resources, and administrative systems are considered assets.
· Demonstrated experience supporting financial administration, including processing transactions, monitoring budgets, and preparing financial reports.
· Experience coordinating administrative processes related to recruitment, onboarding, or personnel documentation, preferably in a unionized environment.
· Experience supporting event planning, communications and promotional activities.   
· Strong computer skills, including proficiency in Microsoft office applications, particularly Excel for financial tracking, analysis and reporting; experience with enterprise administrative systems is an asset.
· Excellent organizational, analytical and planning skills.
· Strong interpersonal skills and excellent oral and written communication skills; ability to exercise tact, good judgment and diplomacy. 
· Proven ability to work independently and collaboratively, as a member of team.
Supervision:
· Student employee(s) in the Office of the University Librarian.
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