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Job Description – Bookkeeper

Job Summary

The bookkeeper is responsible for accurately maintaining the financial records of the NCISL and for preparation of the financial statements of the NCISL.

Qualifications

A professional accounting designation (CA, CMA, or CGA)

Preferably some bookkeeping experience with a non-profit entity
Duties include

1. Accounting records

· Set up of accounting system

· Preparation of cheques as required (referee and other operating costs)

· Accounting for team/club accounts and related journal entries

· Recording of revenue from summer league, indoor league and tournament (s)

· Other journal entries as required.

2.  Financial statements

· Preparation of regular quarterly financial statements for the board, including variances to budget with associated explanations

· Preparation of annual audited financial statements for presentation at the AGM

· Preparation of complete and accurate files and reconciliations for auditor

· Liaison with auditors

3. Budgeting / Forecasting

· In conjunction with treasurer, compilation of annual budget

· Preparation of quarterly forecasts for presentation to the board
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