ACCOUNTING ASSISTANT
Genome Alberta – a Not for Profit organization - operates in partnership with Genome Canada, the Province of Alberta and a number of other funding partners and is responsible for the management and administration of approximately CDN$ 50M in research funding. 
Genome Alberta is seeking an Accounting Assistant with a solid understanding of full cycle accounting to join our team.  If you are someone with strong attention to detail, ability to work independently, desire continuous learning and are personable, then this position is for you.  This position reports directly to the Accountant.

Responsibilities include:

· Coding, entering account payables into ledgers and producing cheques
· Assure all submitted request for payment and invoices have proper backup documentation

· Assist in quarter end closings

· Job cost reconciliation with G/L and project managers

· G/L reconciliations and journal entries

· Audit and budget preparation assistance

· Special projects

· Enter all institutional reports into ledger/excel and reconcile with project managers/institutions
Requirements:

· Accounting diploma or certification

· Working towards an accounting designation (level 3 CGA/CMA)

· A minimum of 2 years of full cycle accounting experience

· Advance use of MS Excel

· Ability to plan & organize your workload to meet deadlines

· Good verbal and written communication skills

· Positive and eager attitude and great work ethic

· Knowledge of Peachtree software an asset

Along with your salary the company offers a comprehensive group benefit plan. Please forward your resume stating salary expectations to jhendrickson@genomealberta.ca  or fax to (403) 503-5225.  
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