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Job Title: 		Budget Officer
[bookmark: _Hlk189233961]Job Number:			X-489 | VIP: 2045  			
Band:			EXEMPT-5								
Department: 			Student Housing					
Supervisor Title: 	Senior Director, Student Housing
Last Reviewed:			January 31, 2025

JOB PURPOSE:
Reporting to the Senior Director, Student Housing, the Budget Officer provides complex financial, statistical, and analytical data to enable long-term planning for Student Housing. The incumbent is responsible for monitoring and reporting on the department’s budgets, leads the budget development processes and supports department account holders by providing budget training, and guidance, in alignment with Trent University Financial Services policies and procedures. The Budget Officer acts as a liaison with Financial Services and internal and external vendors. Responsible for the overall coordination of employee payroll and student billing and refund processes. The incumbent acts as the primary point of contact for department financial matters.
Key Activities:
· Advise the Senior Director and lead the annual business planning processes, identifying systemic issues for consideration, improvement, and opportunities for strategic change.
· Facilitate effective financial and budget development processes, ensuring all legal and consultative requirements are met. Prepare the consolidated annual budget for presentation to PVP.
· Support the development of long-term financial plans for student housing. Lead the implementation of the department revenue generating strategy.
· Develop procedures and internal controls related to financial, billing, and purchasing processes in the department. 
· Provide strategic input, monitors and controls student housing ancillary and operational budgets.
· Coordinate, monitor, process, and review all financial transactions.
· Coordinate, monitor, and review OPSEU and student employee payroll, and applications for wage subsidy programs. 
· Conduct financial analysis and modeling for business related decision-making including making staffing recommendations and participating as a member of the leadership team.
· Coordinate with vendors and partners for all financial matters. 
· Other duties as assigned.
Education Required:
· Honours University Degree (4 year), in Accounting, Business, Finance, or e-Commerce.
· CPA designation body is preferred.
Experience/Qualifications Required:
· [bookmark: _Hlk188433579]A minimum of five (5) years of directly related experience.
· Experience in the development of large budgets including familiarity with general accounting and budget systems.
· Strong knowledge of budgeting and accounting procedures. 
· Demonstrated Microsoft Excel proficiency mandatory.
· Excellent organizational, analytical and planning skills.
· Meticulous attention to detail.
· 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.
· Proven ability to prioritize, adapt and function effectively in a constantly changing, fast-paced environment.
· Demonstrated commitment to and understanding of diversity, equity, inclusion, Indigeneity, and accessibility.
· Demonstrated understanding of relevant legislation and operations of the university.
· A clear police record check is required as a condition of employment.
· 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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