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Job Title: 		Assistant Director, Budget, Reporting & Systems
Job Number:			X-459 | VIP: 1963			
Band:			EXEMPT-9								
Department: 			Financial Services						
Supervisor Title: 	Director, Institutional Financial Reporting
Last Reviewed:			November 20, 2025

Job Purpose:
The Assistant Director, Budget, Reporting & Systems supports the University’s financial management by leading the development, implementation, control and monitoring of the University’s annual operating and ancillary budgets. They are also responsible for overseeing and improving the process for financial reporting to internal and external stakeholders. They ensure the University’s financial activity is properly documented, reviewed, and reported in compliance with the requirements of the Ministry of Colleges and Universities (MCU) and other funding agencies, current legislation, and Canadian generally accepted accounting principles (GAAP). 
The Assistant Director is responsible for the monthly, quarterly, and annual financial reporting processes and provides advice to University employees in the application of accounting principles to complex or unique transactions. They lead the year-end audit process, prepare annual financial reports including Council of Ontario Finance Officers (COFO) Financial Report and other relevant Council of Ontario Universities (COU) and Canadian Association of University Business Officers (CAUBO) reports and work collaboratively with colleagues to provide a team approach in support of the regular reporting to departmental account managers. They enhance internal controls to ensure the integrity and efficiency of financial data processing.
Key Activities:
Strategic Direction and Planning 
· Develops, documents, reviews and updates policies and procedures related to reporting, budgeting and finance systems.
· Maintains internal controls consistent with the Director, Institutional Financial Reporting’s internal control framework. Makes strategic decisions regarding the implementation of internal controls and conducts risk assessments regarding the effectiveness of the controls.
· Conducts analysis, develops and implements action plans for continuous improvement related to budget and reporting. 
· Keeps current with industry advancements, investigates technological solutions and oversees process improvements to ensure efficient operations.
· Provides expert advice on processes for recording complex transactions. 
· Collaborates with Financial Services colleagues and other University departments to develop effective, integrated financial solutions.
· Establishes short- and long-term priorities for reporting, budget and systems areas in consultation with the Director, Institutional Financial Reporting.
· Builds positive working relationships among partners across the University and within the University sector. 
· Responsible for the implementation, testing and effectiveness of the financial systems used to record financial activity.    
· Acts as a member of the management team responsible for developing and implementing the strategic direction of the Financial Services team.  
Budget Development
· Leads the development of the University’s annual operating and ancillary budgets.  Makes recommendations to PVP regarding strategic investments, budget reduction strategies and financial modeling.
· Monitors internal and external fiscal environments that may impact the University and prepares the fiscal environment report to identify sensitivities for consideration by Senior Leadership. 
· Provides recommendations to senior management on the financial assumptions for multi-year budget planning.
· Prepares both the preliminary and final multi-year operating and ancillary budget based on approved enrolment and financial assumptions for review by Senior Leadership. 
· Develops, updates, and communicates departmental base budgets for salaries, benefits, non-staff expense and cost recoveries to departmental budget owners annually.  
· Develops efficient, user-friendly budget guidelines and associated templates for use by departmental budget owners in preparing their annual budget submissions.
· Responds to queries from budget managers with respect to base budgets, budget instructions and provides expert advice to budget managers in developing their budget plans.
· Works closely with the Vice Presidents’ offices and Human Resources to review and analyze submitted budget plans. Provides expertise on budget balancing and presents a summary of all new investment and budget reduction strategies for consideration by Senior Leadership. 
· Oversees the input of the final budget into the University’s accounting system, consulting with budget owners as necessary to ensure the appropriate level of detail for monitoring actual performance against the approved budget.
· Prepares analytical information and high-level financial modelling to assist senior management, Finance and Property Committee and the Board in understanding the draft operating and ancillary budgets.
· Periodically updates the Responsibility Centered Management budget model.
Financial Reporting 
· Provides clear, non-technical guidance to budget managers and their delegates on the University’s budget and accounting standards, practices and procedures..
· Ensures accurate transaction recording to maintain the integrity of monthly departmental reports.  
· Reviews reconciliations to ensure an accurate reflection of the University’s financial position, including:
· Capital asset sub-ledger reconciliation
· Bank account reconciliations.
· Prepaid expense accounts.
· Reviews capital project activity to ensure accurate classification of capital and expense transactions, and determine capital asset values and related deferred capital contributions for recognition upon project completion.
· Monitors cash flow projections considering operating, capital project and other special cash needs. Makes strategic recommendations for managing of excess cash.
· Oversees the preparation of in-year financial update to Senior Leadership, including variance and sensitivity analyses of actual performance against the Board-approved budget. 
· Prepares and submits required financial reports and surveys (e.g. COU-COFO Financial Health Survey, Statistics Canada etc.).).
· Recommends and implements improvements to reporting and budgeting systems, tools, to enhance usability and strengthen internal controls.
Year-end Reporting
· Manages interim and year-end audit of Trent’s consolidated financial statements, coordinating with financial services staff and external auditors to prepare schedules, reconciliations, variance analyses, and supporting documentation.
· Acts as the primarily liaison to the external auditors, addressing queries and  overseeing significant adjustments.
· Prepares the University’s annual Financial Report to the Council of Ontario Universities (COU), a comprehensive reference used by the provincial government for financial information about the university sector.  
· Conducts benchmarking analyses of the University’s performance by functional area against peer universities.
· Calculates and records non-standard transactions. 
· Reviews accounting records to identify and resolve unrecorded transactions or other errors in a timely manner.
· Forecasts the University’s operating fund position relative to budget and recommend possible balancing actions.
· Supports the AVP, Finance and Senior Director, Finance in meetings with the Senior Leadership in reviewing strategic appropriations and departmental carry forward requests, records approved carry forwards and monitors usage against intended purposes.
Electronic Systems and Processing
· Oversees the University’s centralized reporting processes, continuously evaluating and recommending improvements to systems, forms, processes, and procedures.
· Recommends updates to relevant sections of the Financial Services website.
· Leads the implementation of new or enhanced processes and requirements (i.e. HST changes, new electronic system interfaces).
Supervision, Training and Mentoring
· Manages and mentor direct reports, providing guidance, training, and assistance while promoting effective employee relations and service excellence. 
· Prioritizes, organizes, and assigns regular duties and special projects. 
· Identifies staffing needs, recommends recruitment actions and conducts performance management. 
Education Required:
· Honour’s Bachelor’s Degree (4 year) in Finance, Business, Accounting, Economics, or a related field.
· Professional accounting designation required.

Experience/Qualifications Required:
· Five (5) years of recent, relevant financial analysis, operational budget, and accounting experience with demonstrated progressive leadership responsibilities required. 
· Two (2) years of audit experience required, preferably within a public accounting firm.
· Experience within a university environment preferred.
· Working understanding of fund accounting.
· Experience using decentralized computerized financial systems (preferably Colleague) integrated with third party vendors.
· Proficient in MS Office suite of products, with advanced Excel financial and statistical functions.
· Able to prioritize multiple, conflicting deadlines.
· Meticulous attention to detail with strong analytical and critical thinking skills.
· Excellent customer service skills.
· Self-motivated, resourceful, and able to work both independently and in a collaborative team environment. 
· Effective verbal and written communication skills, with the ability to communicate and interact effectively with diverse individuals, while applying principles of equity, diversity and inclusion. 
· A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
· Direct Responsibility for the Work of Others:
· Financial Systems Analyst
· Reporting and Budget Analyst (2)
· Financial Services Advisor (2)
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