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Job Posting 
ECEBC Part-Time Accounting Assistant 

 
 
Title:  
Part-Time Accounting Assistant 
 
Hours of Work:  
Part-time position. 3 days per week at 7 hours/day, or 21 hours per week. One half day 
per week in the office is required.  
 
Position Summary: 
To support the Finance Team in recording day-to-day transactions, particularly 
pertaining to accounts receivable and bursary payments and completing related 
administrative tasks. This position takes day to day direction from the accounts and 
office administrator, and broadly the Executive Director.  
 
Qualifications and Skills: 

• Proficient in Excel and QuickBooks 
• Minimum of 2 years of relevant experience 

 
 
Skills and Abilities: 

• Experience performing administrative and financial functions  
• Ability to multitask and to work well with minimal supervision and under pressure 
• Attention to detail 
• Strong work ethic 
• Excellent verbal and written communication skills 
• Ability to prioritize and follow thru to completion of tasks within deadline 
• High degree of accuracy, organized, and attention to details 
• Can work with minimum supervision 
• Positive attitude, team player, and with good work ethics 

 
Compensation: 
Wages and benefits will be discussed during the interview process.  
 
 
How to apply: 
 
Cover letters and resumes must be sent to mceli@ecebc.ca. Only short-listed applicants will be 
contacted. 
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The Early Childhood Educators of British Columbia (ECEBC) is a not-for-profit organization that 
enhances early childhood educators’ ability to be a strong voice for the profession.  It influences 
society to value children and childhood and to respect the professionals who care for and 
educate children. 
 
 
 


