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Job Description 

Position: Bookkeeper
Department: Administration
Reports to: Finance Management
Rate: $22 - $25 per hour

Position Requirements: 
As a Bookkeeper, you will be responsible for managing the financial records and accounting processes of the Greater Vancouver Zoo. This role ensures accurate, complete, and timely financial information to support decision-making, compliance, and operational efficiency. The ideal candidate has experience with QuickBooks online and a bookkeeping certificate, with full cycle accounting experience considered an asset.
You will handle day-to-day bookkeeping tasks, support month-end and year-end financial activities, and assist with budgeting and reporting. This position requires strong attention to detail, organizational skills, and the ability to work independently while maintaining confidentiality.
Key Responsibilities:
Full Cycle Accounting & Bookkeeping 
· Maintain accurate and up-to-date financial records in QuickBooks online
· Perform accounts payable and accounts receivable tasks, including processing invoices, payments, and receipts
· Record daily transactions and reconcile bank statements
· Monitor cash flow and manage petty cash
· Prepare and process payroll or assist with payroll administration
· Maintain general ledger accounts and reconcile discrepancies
· Prepare journal entries, account reconciliations, and month-end close activities
· Support year-end closing and preparation for audits
· Assist with budgeting, forecasting, and financial reporting
· Manage GST, PST, and other tax-related processes and filings
· Ensure compliance with provincial and federal accounting and tax regulations
Financial Administration & Reporting 
· Generate regular financial statements and reports for management
· Support grant, donation, and project accounting as needed
· Maintain organized, accurate, and compliant financial records
· Respond to internal and external accounting inquiries in a timely manner
· Assist management in analyzing financial performance and identifying trends or discrepancies




Qualifications:
· Bookkeeping certificate or diploma required
· Proficiency in QuickBooks or other accounting software
· Full cycle accounting experience is an asset (including accounts payable, accounts receivable, general ledger, payroll, bank reconciliations, financial reporting)
· Experience with GST/PST and tax reporting
· Strong attention to detail and organizational skills
· Ability to manage multiple tasks, deadlines, and confidential information
· Excellent communication and teamwork skills
· Knowledge of accounting principles and practices

Physical Demands:
· Primarily office-based role with regular use of computer and office equipment
· Ability to occasionally lift files or office supplies (light physical activity)

Mental Conditions: 
· Requires focus, accuracy, and problem-solving skills
· Ability to manage stress and prioritize tasks during month-end or year-end close
· Professional discretion and handling of confidential information

Working Conditions: 
· Combination of stockroom and retail floor environment
· May require early mornings, evenings, weekends, and holidays based on gift shop operations
· Indoor work with occasional outdoor movement across zoo grounds


The above listed tasks are the responsibilities of the Bookkeeper employed by the Greater Vancouver Zoo. The Bookkeeper is not limited to the tasks listed above and may be required to perform additional duties as assigned by Management.



Various positions available, send Resume to: hr@gvzoo.com 
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