
 

Employment Opportunity 

 

BOOKKEEPER 

Guardian Angels Parish  

115 West Street North, Orillia, ON L3V 5C4 

Modified Full Time (20 hours per week) 

 

Overview: 

Guardian Angels Parish is seeking a part time Bookkeeper to oversee the bookkeeping and the financial 

administration of the Orillia Family of Catholic Churches, four churches.  The successful candidate will report 

directly to the Pastor. 

 

Responsibilities:  

 Record bank deposits and other income in QuickBooks/PCAN 

 Ensure donation data entered into the Parish Tools database agrees with QuickBooks/PCAN records 

 Complete all payroll requirements of salaried and hourly employees including benefits using the 

Desjardin Payroll and HR system. Respond to any employee payroll related inquiries 

 Conduct monthly bank reconciliation and prepare analyses of major accounts 

 Prepare and provide monthly financial statements and adhoc reports to the Pastor 

 Complete the semi-annual Parish Financial Report for submission to the Archdiocese of Toronto on a 

timely basis 

 Co-ordinate with the Parish Secretary to ensure that income tax receipts are prepared and 

distributed in a timely manner 

 Complete the Annual Registered Charity Information Return for submission to CRA 

 Provide the necessary information to the payroll service company for employee earnings on a semi-

monthly basis; ensure payments to the CRA for source deductions are correct; ensure pension 

contributions and employee group health benefits are accurate and remit them on a timely basis 

 Ensure salary, benefit and personnel policies and procedures are communicated regularly 

 Maintain employee files 

 Other duties, as required 

 

General Requirements: 

 College or university education in accounting, bookkeeping & payroll and/or equivalent related 
experience  

 Minimum of three to five years of related work experience  

 Working knowledge of general bookkeeping and accounting practices using computerized accounting 
systems  

 Working knowledge of general payroll practices using automated payroll systems  

 Ability to maintain up-to-date knowledge of Archdiocesan financial policies and procedures  

 Proficiency in QuickBooks, PCAN, Microsoft Office (Excel &Word)  



 

 Ability to work under pressure, manage multiple projects simultaneously and handle stressful 
situations  

 Demonstrated ability to set priorities, meet deadlines, and organize work effectively and efficiently, 
including developing and maintaining effective record-keeping systems  

 Understand the importance of maintaining confidentiality  

 Superior verbal and written communication skills and good interpersonal skills  

 Other Archdiocese of Toronto parish bookkeeping experience is an asset  

 Knowledge of parish operations and the Catholic Church is an asset  

 A criminal background check will be required of the successful applicant 

 

 

Those wishing to be considered should submit their resume and cover letter in MS Word or PDF format 

to: Fr. Prasanth George CMI, Pastor at pgeorge@archtoronto.org.  

Deadline for receipt of applications is July 31, 2021. We thank all applicants, however, only those 

selected for an interview will be contacted. 

 

In compliance with the Accessibility for Ontarians with Disabilities Act (AODA), the Archdiocese of 

Toronto provides reasonable accommodations to individuals with disabilities. If contacted for an 

interview, applicants should make any accommodation needs known at that time. 

mailto:pgeorge@archtoronto.org

