
EMPLOYMENT OPPORTUNITY  
Assembly of First Nations 

 
Finance Clerk 

Refer to competition number 17-04-18 
Full-time Internal/External  

 
Description:  The Assembly of First Nations is seeking a detail oriented and 
highly organized Finance Clerk responsible for providing financial, administrative 
and clerical services in order to ensure effective, efficient and accurate financial 
and administrative operations. The Finance Clerk must comply with the 
Generally Accepted Accounting Principles (GAAP). Duties include receiving and 
verifying invoices and requisitions for goods and services; verifying that 
transactions comply with financial policies and procedures; preparing, verifying, 
and processing invoices and coding payment documents; data entry; preparing 
reports; processing and distribution of cheques; reconciliation, maintaining the 
general ledger and other related duties. 

 
Who Can Apply:  Persons of Aboriginal ancestry (24 (1)(a)OHRC) will be given preference. 

 

Qualifications: 

 GED High School Equivalency along with 2+ years of accounting and finance 
related studies  

 Awareness of Generally Accepted Accounting Principles (GAAP) 

 A high degree of trust and confidentiality 

 Knowledge of AFN, First Nations organizational structures key mandates 

 Self-motivated, team player excited to work in a fast-paced environment 

 Ability to manage multiple projects and follow through in a timely manner 

 Effective verbal and listening, communications, organizational, and computer 
skills including the ability to operate computerized accounting, spreadsheet and 
word processing programs, and e-mail at a highly proficient level 

 Superior financial calculation understanding, knowledge and skills 

 Attention to detail and a dedication to accuracy 

 Resourceful, proactive, reliable, trustworthy, and assertive when necessary 

 Ability to handle confidential information in a professional & discrete manner 
 Working towards a CAFM designation will be considered an asset 

 English is the working language; however the ability to work in both official 
languages (English/French) is an asset.  

 
Salary:   Commensurate with experience and education (within limits of the salary grid).  

 
Location:  Ottawa, Ontario 

  
Duration:  Term, Full-time position  

 
Closing Date: May 1, 2017 at 5:00 p.m. EST 

 



Individuals who feel they are qualified are invited to submit a covering letter (quoting the above reference 
number) along with a current resume, and three (3) work related references to:  

 
Assembly of First Nations, Human Resources  

55 Metcalfe, Suite 1600  
Ottawa, Ontario K1P 6L5  

FAX: (613) 241-8670  
Email: humanresources1@afn.ca  

 
No applications will be accepted beyond the closing deadline. Interviews will be held in Ottawa, Ontario. 

Only those applications selected for an interview will be contacted 

mailto:humanresources1@afn.ca

