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Job Title: 		Assistant Director, Financial Operations & Student Accounts	
Job Number:			X-508 | VIP: 2090			
Band:			EXEMPT-7								
Department: 			Finance				
Supervisor Title: 	Director, Finance Operations & Client Services
Last Reviewed:			April 13, 2026

JOB PURPOSE:
The Assistant Director, Financial Operations & Student Accounts is responsible for the comprehensive management of the University’s integrated financial service delivery. This role oversees the full lifecycle of financial transactions, including the acquisition and payment of goods/services (Accounts Payable) and the assessment and collection of student tuition and fees (Student Accounts).
They ensure that both portfolios deliver exemplary customer service, maintain rigorous internal controls, and remain in strict compliance with the Ministry of Colleges and Universities, Research, Excellence and Security (MCURES), Broader Public Sector (BPS) Directives, and Canadian GAAP.
The Assistant Director assists in preparation of the year-end audit, being responsible for the preparation of audit documentation.  Works collaboratively with colleagues to provide a team approach in support of the regular reporting to departmental account managers. 
Key Activities:
 Integrated Financial Operations
· Manages the timely processing of supplier invoices, expense claims, and non-salary payments. Oversees weekly payment runs across multiple methods (EFT, Wire, Credit Card).
· Revenue & Collections: Directs the collection of all student tuition and ancillary fees. Oversees proactive recovery plans
· Cash Flow: assist with cash flow projections and manages the integrated e-commerce payment platform, supporting approximately $65M in annual student transactions.
Compliance, Tax & Audit
· Legislative Expert: Serves as the functional lead for HST/commodity tax compliance, T4A non-resident reporting, and BPS procurement directives.
· Audit Lead: Coordinates documentation for interim and year-end audits. Prepares bad debt analysis, account reconciliations, and variance reports for both AP and Student Account portfolios.
· Risk Mitigation: Identifies operational risks and systemic issues, ensuring the integrity of financial data in the student system and the general ledger.
Student & Stakeholder Services
· Escalation Management: Handles the most complex and sensitive inquiries/complaints from students, parents, and vendors. Employs expert de-escalation tactics to resolve disputes and protect the University’s reputation.
· Acts as an expert resource for faculty, staff and colleagues providing advice, information and training around external legislation and internal policies.
· Financial Counseling: Provides specialized counseling on payment plans and settles student account balances in exceptional situations.
· Communications: Oversees the Student Accounts website, fee information updates, and the outgoing messaging plan for students and vendors
· Effectively manage and maintain relations and communications with outside agencies and vendors.
· Participates in working groups and committees
Year-end Reporting
· Supports the interim and year-end audit of the consolidated financial statements of the University.  Works collaboratively with financial services staff and the external auditors regarding preparation of supporting documents, responding to audit queries, and preparing account reconciliations and variance analysis as requested.
· Prepare process and procedure narratives. 
Supervision, Training and Mentoring 
· Promotes exemplary customer service of the student accounts team, including monitoring performance metrics such as response times and time to resolution.
· Provides leadership and strategic direction to the accounts payable and student accounts team.
· Oversees workforce planning and ensures alignment with needs with priorities and monitors’ progress.  Assigns special projects ensuring the timely completion of deliverables. 
· Manages operations, allocating and organizing workflow to meet expectations required for smooth and efficient daily operations.
· Manages, supports, mentors, and coaches, providing regular feedback, guidance, and advice on escalated and challenging issues.
· Manages the staffing and performance of team members.  Conducts annual performance appraisals. 
· Promotes opportunities for training and professional development. 
· Ensures adherence to standards relating to service delivery and the legislative requirements of PIPEDA, FIPPA and Charter of Human Rights and university policies.
· Ensures technical proficiency of staff in the effective use of student and payment systems.
Other 
· Contributes subject-matter expertise to system upgrades and project teams as required.  Manages special projects as required.
· Member of the management team contributing to the development and implementation of the strategic direction of the Finance team.
Education Required:
· Honours University Degree (4 year) in Finance, Business, Accounting, or a related field.
· CPA Designation is considered a significant asset.
Experience/Qualifications Required:
· [bookmark: _Hlk188433579]Minimum five (5) years of related experience in financial business operations, preferably in a post-secondary setting.
· Minimum three (3) years of supervisory experience, ideally in a unionized environment.
· Technical Proficiency: Advanced Excel and experience with decentralized ERP systems (e.g., Colleague/Ellucian) and 3rd party payment tools.
· Strong interpersonal and communication skills (written and verbal) with the ability to communicate and resolve issues with diverse groups of people.
· Strong organizational and analytical skills with the ability to prioritize workloads, meet deadlines, ensure accuracy, and improve processes.
· High level of accuracy, attention to detail, and confidentiality.
· A satisfactory Criminal Record Check/Vulnerable Sector 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
· Student Account Advisors
· Accounts Payable Advisors
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