
 

 

 

 

 

Accountant – WorkBC  
Midtown Vancouver (35-hour week) (Grid 14) 
 

Position Summary:  
The Accountant is an integral member of the WorkBC team and works within the strategic 

objectives of Pacific Community Resources (PCRS) to ensure the provision, coordination and 
exceptional delivery of the WorkBC program. The primary role of the Accountant is to provide 

financial administration support to the Midtown WorkBC centre which includes both WorkBC specific 
requirements as well as general accounting duties. Responsibilities include management and 

administration of accounting systems, reconciling financial supports, completing financial reporting, 

overseeing billings on the Integrated Case Management System, and accounts payable and 
receivable. The Accountant will also assist the Manager with the coordination of the budgeting 

process and overseeing payroll reimbursement in coordination with all partner agencies. It is 
important that this position be knowledgeable about the WorkBC contract and services available in 

order to ensure accurate financial documentation and data entry. 

 
Key Areas of Accountability:  

 Strategic Vision  

 Operational leadership 

 Team building  

 Stakeholder relations 

 
Primary Duties: 

1) Strategic Vision: 
Participate in the implementation of the Strategic Vision. 

 

2) Operational Leadership:  
 Perform accounting tasks according to WorkBC policy as well as in-house PCRS practices 

utilizing Sage ERP 300 (Accpac). 

 Assure timely collection of invoices due to PCRS Midtown by following up with funding 

agencies and partners. 
 Provide oversight to and process invoices and cheque requisitions, ensuring 

authorization at appropriate levels.  

 Responsible for the identification and recovery of overpayments according to policy. 

Receive and process all cash and cheques. 

 Maintain and update participant records, prepare and process direct deposits for 

approved financial supports for participants (living supports, transportation etc.) on a 
weekly basis or as needed. 

 Prepare journal entries, monthly financial statements, funding reports and regulatory 

reports; reconcile the working papers monthly. 
 Assist payroll in the preparation of T4A’s for participants annually. 

 Assist the PCRS Controller and Midtown Manager in preparing and monitoring annual 

budget. 

 Assist with financial activities of the WorkBC centre to ensure accountability and support 

in the delivery of programs. Work with staff regarding wage subsidies for participants 
and reimbursement of wages to employers. 



 

 

 

 

 

 Utilize computer programs and data bases ensuring security, confidentiality and back up 

procedures. Programs include the Integrated Case Management and Contract and 

Financial Management systems. 
 Maintain compliance with regulatory bodies (CICA, Revenue Canada, EI and IA). 

 Adhere to PCRS and Ministry standards and practices in all accounting practices.  

 Demonstrate professional conduct in particular with sensitive and confidential 

information. 

 

3) Team Building: 
 Communicate effectively with coworkers and staff; actively engage, initiate and participate 

in team efforts, within WorkBC centres as well as the Agency’s finance team. 

 Participate in staff meetings, committee meetings, staff training, and agency staff meetings. 

 
4) Stakeholder Relations: 

 Liaise with referring agencies, vendors and other professionals as required; represent PCRS 

positively and professionally in the community. 

 
Education and Work Experience Requirements: 

 Post-Secondary certificate, diploma or degree in accounting or relevant field 

 Understanding of the financial requirements of the WorkBC contract and demonstrated 

competency to perform required accounting tasks. 
 MS Office and overall computer proficiency including data administration utilizing complex 

data bases; advanced Excel skills. 

 Demonstrated ability to comprehend and interpret the Ministry of Social Development and 

Poverty Reduction, CRA as well as Employment Insurance and Income Assistance policies 
and eligibility requirements. 

 Providing exceptional customer service and resolving issues as needed. 

 Self-motivated, accountable and independent; ability to demonstrate knowledge of all 

aspects of the accounting system and analyze actual results and reporting variances.  

 
Basic Requirements: 

 Criminal Record Check including the vulnerable sector. 

 Excellent organizational skills, detail oriented, excellent math skills and strong 

communication and computer skills and administrative capability 
 Adhere to PCRS and WorkBC policy regarding privacy and confidentiality. 

 

Direct Report (Supervisor): PCRS Finance Controller as well as Manager of WorkBC  
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