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Job Purpose

Under supervision of AVP, Financial Services, responsible for financial analysis and accounting related to Capital and Endowment funds, year-end financial statements, benchmarking and special projects, as assigned.

Key Activities

1. In general, supports the Department of Financial Services in developing year-end audit documentation and working papers;  in particular, all required analysis/documentation and year-end accruals applicable to the operating fund, endowment fund, capital project expenditures and other restricted funds.  Prepares year-end financial statements according to GAAP for approval by external auditor and Board of Governors.  Works with the AVP, Financial Services, the Manager of Budgeting Services and other staff to ensure a timely and efficient year-end process.
2. Provides capital project revenue and expenditure analysis.  Prepares financial analysis and computer modelling for proposed capital projects to support capital submissions and expenditure proposals for the Board.
3. Provides financial analysis and accounting services for the Endowment Fund.
4. Prepares monthly analysis for Financial and Property Committee and Board of Governors of actual Operating Fund results compared to budget and long-term debt position.
5. Prepares annual benchmarking analysis and charts, based on COFO-UO reporting data and University budgets by functional area and department.
6. Other duties as may be assigned by the AVP, Financial Services.
Analytical Reasoning
Well-developed analytical reasoning to think through problems, assess options, understand processes, develop computer models, communicate results and write reports on a diverse range of topics.  Ability to interpret complex documents and apply principals, e.g. CICA Handbook, legal documents, MTCU guidelines, COFO financial reporting.
Decision Making

Use own initiative in planning and organizing all on-going work and receives general guidance from Director on requirements for special projects.  Ability to reprioritize work to meet competing demands.

Impact

Accuracy and integrity of financial statements and reporting – errors may damage Trent University’s internal and external reputation, affect its ability to borrow, and/or result in financial penalties.

Broad impact on University, e.g. financial analysis to support proposals submitted to Board committees – errors may result in poor decisions by others and/or financial loss.

Education Required

Honours University Degree (4 year) plus CA, CGA or CMA designation.
Experience Required

1. 5 years of directly related experience, including 2 years post-qualification experience at senior level including the production of consolidated financial statements in accordance with Generally Accepted Accounting Principles;

2. Experience using decentralized computerized financial systems, preferably Datatel;

3. Proficient in MS Office suite of products, including advanced Excel financial and statistical functions;

4. Able to prioritize multiple, conflicting deadlines;

5. Self-motivated, able to work independently and attention to detail;

6. Effective verbal and written communication skills.

Responsibility for the Work of Others
Indirect Responsibility for the Work of Others: 

· Ensure errors in the work of others are corrected in the financial records ensuring the accuracy and integrity of financial statements, COFO reporting, capitalization, etc.

Communication
Internal:
· Vice-President (Administration) – various administrative requirements related to pension and endowment investment portfolios, debt financing, and capital project proposals, etc.

· Secretariat Office – execution of legal documents, consultation regarding cover reports and supporting documentation for Finance and Property, Audit, Investment and Pension Committees and Board of Governors (for example, financing, monthly actual reports, budget package, audited financial statements)

· Project Managers – co-ordinate with construction project managers for required documentation to support progress draws, financial records and reporting requirements

External:

· Infrastructure Ontario – applications, approval process, legal documentation and administration of long-term financing.

· McColl Turner – annual external audit and financial reporting consulting

· Lockington, Lawless – legal opinions for Infrastructure Ontario transactions; real estate transactions 

Motor/ Sensory Skills

· Fine motor skills required for keyboarding, calculator

Effort
Mental:
· Sustained concentration and focus – to complete complex work within tight deadlines; read and interpret complex documents.
Physical:
· Long periods of sedentary work e.g. keyboarding, working on spreadsheets, inputting and verifying accuracy of detailed information, writing reports


Working Conditions
Physical:
· Noise – interruptions to concentration from noise in adjacent customer service areas

Psychological:
· Stress resulting from changing deadlines and time pressures; conflicting priorities set by others
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