
 

FORM NO: ALH (05/12) 

Penticton Indian Band 
841 Westhills Drive 

Penticton, British Columbia 
Canada V2A 0E8 

 
Telephone: 250-493-0048 Fax: 250-493-2882 

 

 
 
Core Competencies: 

 Customer/Client Focus 
 Team Work 
 Time Management 
 Mathematical Reasoning 

 Communication 
 Quality Orientation 
 Operating Office Equipment 
 Continual Learning 

 Energy and Stress 
 Problem Solving 
 Ethics and Integrity 
 Accountability 

 
Job Responsibilities and Work Performed  

 Performing daily routines –responding to emails, prioritizing daily and weekly work 
assignments, data entry, obtaining proper approvals, consulting with managers and staff, 
filing, and scanning etc.;  

 Ensuring the strict confidentiality and privacy of financial records and maintaining filing 
systems to organizational standards; 

 Adhere to all organizational policies and follow established procedures (Human Resources 
Manual and Financial Administration Law) and attend meetings providing their input; 

 Cross-training in other functions of the finance department, such as accounts payables, 
account receivable and payroll, to provide additional support, as well as coverage for vacation 
and sick leave purposes; 

 Monthly bank reconciliations, which entails reconciling between the bank statement and the 
balance sheet to ensure they match at regular intervals, so that PIB’s cash records are correct 
and recorded in a timely manner; 

 Perform other accounting duties as assigned. 
 
Minimum Academic/Educational Requirements/Experience 

 High School diploma or equivalent 

 Experience an asset, but not necessary as training will be provided 
 
Specific Job Skills and Levels 

 Competency using various computer software and proficiency (Word, Excel, Outlook); 

 Good interpersonal and communication skills – written and verbal; 

 Good organizational and time management skills;  

 Strong mathematical, problem solving, and reasoning skills; 

 High level of integrity, and moral judgment for handling confidential and monetary 
transactions; 

Position Title: Junior Finance Clerk  

Department: Finance / Administration Type: Non-management 

Status: 3 Months (short-term) Responsible To: Senior Finance Officer 

Hours of Work: 35 hours per week Range: PIB Salary Grid 

Location: PIB Administration Offices, 841 Westhills Drive, Penticton, BC    V2A 6J7 



 Professional and diplomatic; 

 Ability to pass criminal record check. 

 Experience with Xyntax Systems (accounting software);  
 

Preference will be given to qualified Aboriginal applicants as per section 21 of the Human Rights 
Code. 

If you are qualified and looking for an exciting and rewarding career with Penticton Indian Band 
please send a resume and covering letter by 4:00 pm on October 28,2020 by Fax:(250)493-2882 

Email:jobs@pib.ca 

 
 

 


