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Job Title: Financial Officer

Department: Office of the Associate Vice-President, Academic
Reports To: Administrative Officer or AVPA — to be determined
Jobs Reporting: None

Salary Grade: UsG9

Effective Date: November 2025

Primary Purpose

Accountable to the Associate Vice-President, Academic, the Financial Officer is responsible for strategic
financial planning, implementation and financial oversight, including management of financial resources
and related business processes for the AVPA office and units within the AVPA portfolio. The Officer
develops and enforces internal controls and ensures that the portfolio’s business and operations are
conducted in compliance with key university management practices, policies, procedures, and guidelines.
The Officer is the primary contact for any internal or external business involving the financial operation of
the portfolio. This position is a member of the AVPA Office Management Team and provides continuity
with changes in academic leadership.

Key Accountabilities

Financial Strategy and Planning

Provides confidential financial leadership and strategic advice to the AVPA, including information
and data to support decision-making, identifying urgent issues that require immediate attention,
facilitating resolutions, or escalating issues where necessary.

Manages, reviews, and provides strategic insight and advice with respect to the portfolio’s annual
operating budget, ensuring short- and long-range financial goals are established and projects are
developed to fully support the portfolio’s operations and strategic plans.

Supports the development of multi-year budget projections.

Supports the development and maintenance of strategic partnerships through the UW community
(e.g., with Central Finance) and professional organizations.

Serves as a resource to consult and advise on planning, implementation, and evaluation of complex,
sensitive, or highly confidential initiatives, special projects, events, or emerging issues as it pertains
to the AVPA Office’s financial planning.

Financial Management and Control

Reviews and presents financial statements for all AVPA units with senior leadership on a regular
basis.

Works with internal units and external organizations and/or funding bodies on financial
arrangements and reporting as required.

Exercises signing authority for all accounts.

Ensures that all funds are soundly managed, including oversight/approval of purchasing and
approval for personal reimbursement requests (travel claims, requests for payment).
Develops and implements internal financial controls, ensuring that University policies and
procedures are followed.

Manages financial aspects of human resources for the entire AVPA portfolio (e.g., payment of
contract staff).

Administers the salary increase process for faculty and staff in the AVPA portfolio.
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e Ensures optimal resource allocation in support of the mission and priorities of the portfolio.
e Manages internal awards, grants, one-time payments, honorariums, sponsorship expenses, casual
staff and work placement payments and special project funding.

Operational Management Support

¢ Provides financial direction and training (i.e., budget management, etc.) as necessary to senior
managers within the portfolio.

e Provides one-on-one guidance, coaching and training related to finance-related tasks (e.g.,
procurement, audit, p-card, etc.) for staff tasked with financial responsibilities within units.

o Ensures that all staff adhere to required policies and procedures and communicates changes to
policies, guidelines and procedures in finance and related University policy and practices.

o Periodically reviews and audits financial procedures for the AVPA Office and the units in the
portfolio and transactions for compliance and to identify opportunities for improvement.

Required Qualifications

Education
e Bachelor’'s degree in Accounting, Finance, Business Administration or related discipline or
equivalent post-secondary education and experience is required.

Experience

o 5+ years of progressively responsible financial management, accounting and administrative
support experience, preferably in a post-secondary environment.

o Experience with professional programs, and organizations an asset

o Excellent interpersonal skills required

Knowledge/Skills/Abilities

e Demonstrated ability to design and implement new and changing administrative and
financial systems

¢ In-depth knowledge of UW policies, procedures and best practice

e Strategic and creative thinking, people management, interpersonal and organizational skills

e Extensive experience guiding, coaching and mentoring staff and fostering constructive
team relationships

o Demonstrated ability to exercise judgement and discretion when handling confidential
information

e Independentjudgement in areas of time management, task prioritization and decision
making

e Proven ability to handle a large volume of work with competing priorities and deadlines

¢ Ability to assess, analyze, and tactfully resolve issues

e Exceptional verbal, written and visual communication sKkills

Nature and Scope

o Contacts: Contacts units and departments outside the portfolio and maintains strong working
relationships with identified key contacts in other units within the portfolio to discuss information and
problems and to obtain action, reach agreement and negotiate externally; makes contact with
contractors and suppliers to discuss information, evaluate options, make purchases and solve
problems. A collaborative team player who is comfortable with leading as well as executing and taking
constructive input from multiple sources. A high degree of integrity, tact, and diplomacy is required to
ensure sensitivity to the needs and interests of all stakeholders.

o Level of Responsibility: Specialized work with minimal supervision and provides guidance to others.
Sound understanding of policies related to financial management, university policies and guidelines is




Job Description

WATERLOO

required. Must have a high level of attention to detail and sound research skills. A high degree of
integrity, tact, and diplomacy are required. Requires independent thought and judgement in areas of
time management, planning, problem-solving and decision-making.

Decision-Making Authority: Makes decisions on the operating non-salary budget regarding day-to-
day financial and administrative matters in accordance with applicable departmental policies and
procedures. Provides recommendations to the AVPA and to leadership in the AVPA Office and in the
units within the portfolio. The job will require independent thought and judgement in areas of time
management, planning, problem solving, and decision-making.

Physical and Sensory Demands: Exposed to minimal demands typical of an administrative position
within an open-concept office environment. Minimal exposure to disagreeable conditions typical of a
support role including frequent interruptions. High attention to detail required.

Working Environment: Works regular business hours, Monday to Friday, with evening hours
occasionally required. Minimal travel is required.

*All employees of the University are expected to follow University and departmental health and safety policy,
procedures and work practices at all times. Employees are also responsible for the completion of all health and
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.



