
FINANCE OFFICER 

Why Work With Us: At Flagstaff  
County; we're commiƩed to building a 
stronger, vibrant, and sustainable 
community. We acƟvely engage with 
local communiƟes, businesses, and 
government bodies, ensuring       
transparent financial management 
and promoƟng environmental         
sustainability. 
 
Flagstaff County's Vision and      
Principles: 
 
Vision: At Flagstaff County, we     
envision a vibrant and sustainable       
regional community that preserves 
our rural essence and enhances the 
quality of life for all residents. 
 
Principles: Our Council has            
established three fundamental   
principles that guide our acƟons and 
decision-making collaboraƟon,    
fiscal leadership & environmental 
responsibility. 
 
Flagstaff County is unwavering in our 
dedicaƟon to these principles, and 
they form the foundaƟon of our 
work. Join our team and contribute 
to the beƩerment of our community 
while upholding these core values. 
 
Interested candidates are             
encouraged to submit their resume 
along with a cover  leƩer by email 
to: 
 
Contact: 
Human Resource Department 
Email: Human.Resources@flagstaff.ab.ca 
Direct: (780) 384-4109 
 
For the full job descripƟon please 
visit: www.flagstaff.ab.ca  

 
PosiƟon Overview: ReporƟng directly to the Corporate Services Director, the        
Finance Officer is responsible to assist the Director to ensure the effecƟve operaƟon 
and delivery of all financial and administraƟve funcƟons. 
 
Key ResponsibiliƟes: 
1. ERP System CoordinaƟon: Manage and troubleshoot the County’s Enterprise 

Resource Planning (ERP) and financial soŌware, assisƟng users with queries 
and issues.  

2. Financial ReporƟng and BudgeƟng: Facilitate business planning and budget 
meeƟngs, prepare monthly and quarterly financial reports, including revenue/
expenditure, bank reconciliaƟons, and variance reports.  

3. Accounts Receivable Management: Process general accounts receivable      
invoices, aging reports, interest charges, and handle past-due accounts and 
write-offs.  

4. Insurance Management: Collaborate with departments and insurance          
providers to ensure assets are insured, handle claims, and maintain policy   
documentaƟon.  

5. Payroll Compliance: Review payroll transacƟons, ensure accuracy and         
compliance with HR policies, and assist in preparing Workers CompensaƟon 
Board (WCB) remiƩances and annual reconciliaƟons.  

6. Audit and Policy Support: Assist with external audits, documentaƟon, and   
develop financial policies and procedures.  

7. Record Management and Compliance: Maintain an efficient filing system,   
ensure confidenƟality, and ensure compliance with County policies, HR     
guidelines, and safety programs.  

 
QualificaƟons: 
· Bachelor’s degree in accounƟng/business administraƟon or equivalent.      

Chartered Professional Accountant (CPA designaƟon preferred.) 
· Knowledge of local government procedures and experience in a municipal   

environment will be an asset.  
· Ability to handle confidenƟal informaƟon in an ethical and professional      

manner.   
· Ability to develop clear and concise reports, correspondence and other wriƩen 

materials, with excellent communicaƟon, organizaƟonal and accuracy skills.  
· Ability to establish and maintain effecƟve working relaƟonships in the course of 

work, including the ability to work cooperaƟvely in a team environment as well 
as independently.   

· Ability to perform a variety of tasks and prioriƟze the use of Ɵme to meet  
deadlines. 

· Proficiency in MicrosoŌ Office applicaƟons, with preferred experience with 
Adobe soŌware and accounƟng soŌware.  

 
PosiƟon Type:  Permanent Full-Ɵme 
Hours of Work:  Monday to Friday, 7 hrs/day—35 hrs/wk  
Salary Range:   $71,118.67—$87,466.96 annually 
Closing Date:  UnƟl a suitable candidate is selected. 

Flagstaff County is recruiƟng for the full-Ɵme posiƟon of: 
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