Finance Assistant

Blueberry River First Nations (BRFN) is seeking a detail-oriented and motivated Finance Assistant to join

the finance team. This role plays a vital part in maintaining the financial integrity of our Nation by
supporting day-to-day accounting operations, ensuring compliance with audit standards, and
contributing to accurate financial reporting. If you thrive in a collaborative environment, demonstrate a
high level of accuracy, confidentiality and integrity and want to make a meaningful contribution to the
BRFN community, we encourage you to apply.

About our Nations:

At the heart of Blueberry River First Nations is the belief that we are stronger together. We are a self-
governing Nation committed to building a thriving, self-sustaining community rooted in culture,
governance, and economic prosperity. Guided by our values—Respect, Inclusiveness, Responsibility, and
Pride—we work to enhance the quality of life for both current and future generations.

Located in northeastern British Columbia, we are proud members of Treaty 8, with both Beaver and Cree

cultural groups forming one united community. Our mission is to empower our people, strengthen
governance, and honor traditions while embracing new opportunities. Through integrity, respect,
accountability, and unity, we ensure that every decision contributes to the collective well-being of our
Nations.

Guiding Responsibilities

Financial Responsibilities:

e Perform data entry and verification for accounts payable (AP), accounts receivable (AR), purchase
orders, and accruals.

e Support month-end closing processes and assist with financial reporting.

» Maintain and update financial files and records in accordance with audit and policy requirements.

e Ensure all financial documents are complete, accurate, and properly authorized before processing.

e Track and manage purchase orders, ensuring accurate and timely data entry into the accounting
system.

e Reconcile financial records to ensure accuracy and resolve discrepancies as needed.

» Process and issue cheques for accounts payable in a timely and accurate manner.

e Record and verify financial transactions in the computerized accounting system.

e Maintain confidentiality on all the matters relating to the affairs of the Blueberry River First Nations.

e Maintain a working knowledge and adherence of BRFN Administration and Human Resources Policy.



Lived & Learned Experience

Required:

Knowledge of First Nations culture and traditions, and of systemic issues faced by First Nations
people, and of the political and administrative structures of First Nations.

High school diploma or equivalent.

Familiarity and understanding of finance/accounting operations.

Minimum 1 year of experience in bookkeeping and accounting support.

High level of proficiency in using computers: Microsoft 365, Microsoft Word, Excel, Outlook,
PowerPoint, and various video conferencing platforms.

Experience working with confidential information and the ability to be professional in stressful

circumstances.

Must have valid driver license (BC Class 5) and satisfactory driving record.
Criminal records check (vulnerable sector).

Preferred:

Diploma in Finance, Business, Accounting or Commerce.

Preferred knowledge in Adagio Accounting Software or similar.

Knowledge and appreciation of working in service of Truth and Reconciliation with Indigenous
Peoples

What We Offer:

In addition to working with a community where you can make a difference and work with like minded
people we offer:

e 14 statutory holidays

e 3 weeks vacation to start

o Cultural days

o Paid sick leave

« A comprehensive benefits package after 6 months of continuous employment.

Location:

18785 Blueberry Reserve Rd, Buick, BC VOC 250

Closing date: Open until filled.

Salary: $39,000 - $58,515

Applications are assessed as they are received therefore early application is recommended.

Candidates who meet the above criteria will be contacted for an interview. Proof of certifications will be

required prior to employment.



