
 
Em p lo ym en t  Op p o r tu n it y 

 
Job Title: Controller  
 
Hours: 8-20 hours/week (part-time) 
 
Pay: Commensurate with experience 
 
Benefits: Employer paid extended health and 2% matching RSP  
 
Position Summary: Do you long to be employed in a career that really matters? 
Advokate Life & Education Services Society, a rapidly growing mid-sized charity based in 
Abbotsford, BC, is searching for an experienced and passionate individual for our part-
time Controller position.  
 
The Controller is responsible for the financial integrity and transparency of the 
Advokate Life & Education Services Society. As a department head, this position 
includes the management of the accounts payable, human resources, and donor 
management functions, in consultation with the Executive Director, and provision of 
operational support where and when needed.  
 
The ideal candidate is enthusiastic about our cause, has a familiarity with charitable 
financial best practices, has experience in creating and maintaining policies and processes 
for a mid-sized organization, and is comfortable using current financial software to create 
automated administrative and financial processes. The model applicant will be an active 
part of the Administration department and be willing to complete any relevant tasks 
needed to meet deadlines and reporting requirements.  
 
The hours for this position can be flexible for the right candidate.  
 
Major Responsibilities: 
 
Thriving in a role that supports Advokate’s financial strength, the ideal candidate 
will be independent and work well as a team leader. They will be responsible for: 
 

Financial Oversight 
o Responsible for the supervision of bookkeeper and partner services 

coordinator related to the proper management of all the financial 
transactions of the society including donor management, A/P, bank 
reconciliations, reporting, and compliance. 

o Producing short and long-term financial forecasts including cash flow 
analyses and multi-year financial plans. 

o Ensuring GAAP compliance on all financial reports. 



o Oversight of bookkeeper and partner services coordinator to ensure all 
donations are properly recorded and receipted in accordance with CRA 
rules for charities. 

o Attend and contribute to the presentation of external financial 
statements at our annual AGM. 

o Preparation of yearend working papers for external accountants. 
o Prepare various financial reports as required by the Executive Director. 
o Assist the Executive Director in monitoring ongoing budgetary 

expenditures and revenues. 
 

Human Resources 
o Responsible for supervision of all aspects of payroll. 
o Review various contracts and assist Executive Director in hiring as 

needed. 
 
Administration 
o Recommend, develop, and implement effective organizational 

strategies, policies, and procedures, to ensure the integrity of Advokate’s 
financial and administrative processes and systems.   

 
Donor Management 
o Oversight of Partner Services Coordinator & Bookkeeper’s maintenance 

of an extensive and growing database of Advokate supporters and 
ensuring CRA charity compliance. 

 
 
Preferred Education, Training & Experience: 
 
> A Charter Professional Accountant with a bachelor’s degree in business 

administration or a related field.  
> Three years of experience in a financial management position, preferably in the 

non-profit or charitable sector, including direct experience recruiting and 
supervising staff. 

> Experience developing and implementing efficient financial control processes 
and strong internal controls  

> Effective analytical skills and experience to provide sound financial direction to 
senior management team based on budget preparation and financial reporting  

 
Knowledge, Skills & Abilities: 

> Excellent written and verbal communication skills. 
> Excellent interpersonal skills and adept at building long-term relationships.  
> Ability to work independently and to plan, organize and multi-task while paying 

attention to detail. 
> Strong presentation skills and problem-solving ability. 
> Working knowledge of current human resources practices.  
> Ability to work with and implement a wide variety of software programs and 

online tools related to financial management and streamlining workflow. 
> Working knowledge of contemporary online databases to further process 

automation.  



> Strong proficiency with QuickBooks 
 
 
Other Requirements: 
 

• Ability to work flexible hours. 
• A valid BC Class 5 driver’s license and provision of own transportation. 
• Strong belief in the value of all human life from conception to natural death. 
• Fully committed to the society’s mission (https://advokate.ca/about-us/). 

 
Position Start Date: Immediately 
 
Please email resume and cover letter to: 
Marie Van de Leur 
marie@advokate.ca 
 


