
 
 

 
Accounting Assistant  

Temporary (up to 18 months) 
Ronald McDonald House Charities® Alberta 

 
Ronald McDonald House Charities® (RMHC) is passionate about providing a home away from home for 
families with seriously ill or injured children. Seventy per cent of Canadian families live in an area 
without a children’s hospital. This means that when a child is seriously ill or injured, families must leave 
their homes, jobs and support systems to access vital – and often life-saving – medical care. We are here 
to help.  
 
We know that when a child is sick, the whole family hurts. That’s why we’re part of a global network 
prioritizing family-centered care through our unique core programs. Our growing organization offer 79 
private family suites in Edmonton, Red Deer, Calgary & Medicine Hat. Our Houses provide a warm, 
compassionate, and comfortable environment where families can share experiences, eat a warm 
homemade meal and rest while caring for their child who’s admitted to a nearby hospital. 
 
Reporting to the Finance Manager, the Accounting Assistant assists with database administration and 
day to day finance responsibilities for the organization.   

 
Accounting Assistant Qualifications/Experience 

• Post-Secondary degree or diploma in a relevant discipline is required. 
• 1 year experience in a Finance role is required.  
• Previous work in a nonprofit with Raiser’s Edge experience will be considered an asset. 
• Proficient with Microsoft Office Suite (Outlook, Word, Excel, Power Point). 
• Proven organizational and time management skills with a high attention to detail 
• Has excellent problem-solving skills 
• Able to prioritize and adapt to changing priorities 
• Strong communication skills 
• Excels at working independently and as a team player 
• Be willing and able to flex work schedules to meet deadlines as needed 
• Be willing and able to travel within the city. 
• Must have a current Police Criminal Background check with a vulnerable sector 

search and a Child Intervention Record Check. 

 

 

 
 
 



 
 

Accounting Assistant Responsibilities 

• Accounts Payable Processing 
o Accurate entry of all invoices as they are received 
o Ensure the approval process is followed for all purchases; maintains the approval system 

setup 
o Reconciliation of company credit card and entry into accounting system 
o Manages appropriate filing system  
o Process payments while following appropriate approval process 
o Follow up on outstanding invoices 
o Maintain the group accounting email inbox and ensure responses are completed on a 

timely basis 
o Manages the company credit card reconciliation process – ensures all receipts are 

obtained and approvals followed accurately 

• Accounts Receivable Assistance 
o Prepare invoices ad-hoc when needed by the Development Team 
o Reviews in-house software used to track family stays.  Maintains accounts receivable 

working paper and confirms when payments are received.   
o Responsible for journal entries and reconciliation in accounting software  

• Support month-end, quarter-end year-end, and audit needs 

• Be familiar with and follow CRA tax and charity guidelines 

• Follow ASNPO standards 

• Maintain, reconcile, and replenish petty cash floats 

• Monitor and audit Gift Card Inventory quarterly 

• Work with other departments to obtain accurate financial data 

• Other tasks as assigned by the Accounting Manager as needed 

 
This position is Monday through Friday from 8:30 – 4:30 based out of our Edmonton location with some 
flexibility on hours. RMHC Alberta offers a well-rounded compensation package as well as a great team 
environment.  A valid driver’s license as well as ability to travel is required as travel within the city as 
well as to our other provincial offices may be needed.   
 
Please submit resume with cover letter quoting the position title “Accounting Assistant” to 
hr@rmhcalberta.org. We would like to thank all applicants; however only those selected for an 
interview will be contacted. 
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