
Coordinator, Finance

Reference #: FC_-_03-21-22

 Vancouver
T he  Vancouver o ff i ce o f  Borden  Ladner Gerva i s LLP (BLG),  a  l ead i ng ,  i nnova t i ve  and  cl i en t-focused  l aw f i rm  i n  Canada ,  i s seeki ng  a  Coord i na to r,
Fi nance .

Purpose of the Role

T he  Coord i na to r,  Fi nance  wi l l  be  expected  to  p rocess and  p repare  paym ents and  expend i tu res.  Provi d i ng  these  se rvi ces i n  an  e ffect i ve  and  e ff i ci en t
m anner wi l l  ensu re  the  f i nances a re  accu ra te  and  up  to  da te  and  vendors and  supp l i e rs a re  pa i d  wi th i n  estab l i shed  t i m e  l i m i ts.

Key Responsibili ties

T he  key responsi b i l i t i es o f  th i s ro l e  a re :

Provi de  fu l l  cycl e  accoun t i ng  to  the  m anagem ent com pany,  i ncl ud i ng ;  f l ow th rough  and  reconci l i a t i on  o f  m anagem ent fees and  i n te rcom pany
accoun ts,  b i l l i ng  and  recod i ng  o f  ren t  to  tenan ts

Aud i t  o f  expense  re i m bursem ents/ i nvo i ces i n  Chrom e Ri ve r

Se t t i ng  up  new vendors on  the  system

Attend  to  genera l  queri es f rom  vendors

Cash  rece i p t  and  payab l es p rocessi ng  fo r m anagem ent com pan i es

Journa l  en try post i ng

Tax rem i t tances

Bank reconci l i a t i ons

Backup  o f  t rust  payou ts

Assi st  Accoun t i ng  M anager wi th  m on th  end  cl osi ngs

Prepara t i on  o f  m on th l y budge t  reports

M on th l y rem i t tances o f  GST  and  PST

Other du t i es as assi gned .

Key Competencies

Basi c accoun t i ng  knowl edge  consi de red  an  asse t

Exce l l en t  com m un i ca t i on  and  i n te rpe rsona l  ski l l s

Knowl edge  o f  CM S OPEN, EXCEL desi rab l e

How to Apply

Please include “Coordinator, Finance” in the email subject line. We thank all applicants for
their interest in this position, however, only applicants selected for an interview will be
contacted.
At BLG on l y those  BLG m em bers who  a re  fu l l y vacci na ted  aga i nst  COVID-19  wi th  a  vacci ne  approved  by Hea l th  Canada  wi l l  be  pe rm i t ted  to  a t tend  a
BLG o ff i ce  o r even t .  “Fu l l y vacci na ted” m eans havi ng  rece i ved  the  fu l l  se ri es (usua l l y 2  doses) o f  a  vacci ne  approved  by Hea l th  Canada ,  wi th  m ore  than
14  days havi ng  passed  si nce  the  second  dose  was adm i n i ste red .  “A t tend i ng  a  BLG o ff i ce” i ncl udes a t tend i ng  soci a l  o r busi ness ga the ri ngs o rgan i zed  by
the  Fi rm , wi th  l i m i ts on  the  num ber o f  a t tendees i n  acco rdance  wi th  pub l i c hea l th  gu i de l i nes.  Wi th  respect  to  cl i en t  m ee t i ngs,  on l y fu l l y vacci na ted
m em bers o f  the  Fi rm  can  m ee t i n  pe rson  wi th  cl i en ts (o the rs can  a t tend  vi rtua l l y),  un l ess p ri o r au tho ri za t i on  has been  ob ta i ned  f rom  BLG and  the
cl i en t .  Fo r any BLG m em ber who  i s no t  fu l l y vacci na ted ,  and  i f  the  Fi rm  requ i res your a t tendance  i n  the  o ff i ce  to  pe rfo rm  your ro l e ,  you  m ust  take  a
rap i d  an t i gen  test  conducted  wi th i n  the  24  hours p ri o r to  you r com i ng  to  the  o ff i ce ,  and  you  m ust  show p roo f  o f  a  nega t i ve  test  resu l t .  A new test  i s
requ i red  fo r each  day you  a re  physi ca l l y i n  the  o ff i ce .  Accom m odat i ons wi l l  be  m ade  fo r va l i d  m ed i ca l  and  re l i g i ous reasons.

Everyone  a t  BLG i s requ i red  to  ca rry ou t  the  du t i es o f  the i r ro l e  wh i l e  upho l d i ng  the  i m portan t  p ri nci p l es o f  ou r respect fu l  workp l ace  po l i ci es,  and
trea t i ng  eve ryone  wi th  respect ,  regard l ess o f  posi t i on .  A t  BLG, va l u i ng  d i ve rsi ty and  i ncl usi on  i s key to  a  respect fu l  workp l ace .

BLG i s commi t ted  to  bu i l d i ng  and  foste ri ng  a  w orkp l ace  tha t  i s re f l ect i ve  o f  ou r commun i t i es,  w here  a l l  f i rm members fee l  i ncl uded ,  va l ued ,  and  heard .
We w e l come app l i ca t i ons f rom a l l  qua l i f i ed  cand i da tes bu t  acknow l edge  the  systemi c and  structu ra l  ba rri e rs tha t  have ,  h i sto ri ca l l y,  marg i na l i zed  and
barred  ce rta i n  g roups f rom accessi ng  emp l oyment opportun i t i es.  As pa rt  o f  ou r commi tmen t to  removi ng  ba rri e rs to  emp l oyment,  w e  strong l y encourage
app l i ca t i ons f rom members o f  these  h i sto ri ca l l y marg i na l i zed  g roups i ncl ud i ng ,  bu t  no t  l i mi ted  to ,  Ind i genous peop l es,  raci a l i zed  i nd i vi dua l s,  members
o f  the  LGBTQ+ commun i ty,  peop l e  w i th  d i sab i l i t i es and  w omen. Accommodat i ons a re  ava i l ab l e ,  upon  request ,  i n  a l l  aspects o f  the  recru i tmen t p rocess.



* P l ease  no te  tha t  re l a t i ves o f  cu rren t  BLG em p l oyees and  pa rtne rs a re  no t  e l i g i b l e  fo r consi de ra t i on .




