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Job Description 
 

Job Title:  Finance Representative 

Reports To: Comptroller 

 
Chalice 

 
Chalice is a Catholic organization with a vision for "A world where all children and families 
live in communities of life and love." Through the generosity of our Canadian supporters, 
combined with the continued effort of our international partners and Chalice-sponsored 
families, we work in hundreds of communities around the world to provide opportunities 
for children to receive an education, for families to become empowered, and for 
communities to become more caring and connected. 
 
Purpose 
 
The Finance Representative (FR) is a position within the Finance Department, directly 
reporting to the Comptroller. 
The FR processes donations received from various sources, as well as maintaining and 
updating donor and sponsor accounts, in order to enhance and continue Chalice’s 
outstanding reputation regarding its financial practices. The FR also professionally 
communicates with donors and sponsors to resolve issues and works in and contributes 
to the faith and prayer-filled environment at Chalice while holding values that align with 
the Catholic values of Chalice. 
 
Duties and Responsibilities  

 
 Set up accounts for new donors and sponsors 
 Update donor accounts as necessary 
 Receive, sort and open organizational mail addressed to Chalice, in accordance 

with established mail-handling and confidentiality procedures 
 Record received donations and sponsorships according to procedure 
 Reconcile payment transactions 
 Perform bank reconciliations 
 Issue donation acknowledgements and tax receipts for donations when needed 
 Professionally communicate with donors and sponsors, and respond to queries 

regarding accounts via telephone calls, electronic communication, and written 
communication 

 Work on projects and other work as assigned by the Comptroller or the Chief 
Finance Manager 
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 Attend departmental and organizational meetings as required, as well as Chalice’s 
daily prayer meetings 

 Collaborate with different departments within Chalice  
 Focus on task completion and maintain awareness of the necessity to complete 

time-sensitive work related to established deadlines 
 

Qualifications and Competencies 
 

 Diploma or degree in Commerce, Accounting, Finance, Business Administration, 
or a related field, or an equivalent combination of education and relevant 
experience 

 Experience in accounts receivable, payment processing, and customer or donor 
service 

 Proficiency with Microsoft Excel, Outlook, and Word 
 Strong attention to detail, accuracy, organization, and time management 
 Ability to learn quickly, work independently, and manage multiple priorities 
 Strong professional communication, teamwork, and problem-solving skills 
 Sound judgment and discretion when handling confidential financial and donor 

information 
 Commitment to Chalice’s mission and comfort working in a faith-based workplace 

where prayer is part of organizational life 
 Knowledge of the Catholic faith and Church structure is considered an asset 

 
Working Conditions 

 
 This is a full-time, permanent position (40 hours per week), based on-site in a 

standard office setting at our Bedford, Nova Scotia location. 
 Start date is immediate upon hiring.  
 Must be legally entitled to work in Canada.   
 Employment is subject to a probationary period. 
 Availability and willingness to work overtime if required. 
 Competitive salary, plus a comprehensive benefits package (health, dental, vision, 

EAP, life/AD&D) in accordance with organizational policies. 
 Group RRSP subject to eligibility requirements. 
 Paid time off, including vacation, personal, and sick days. 
 Working in a faith-based, prayer-filled environment, including attendance at daily 

prayer at 8:30am.  
 

Application deadline 
Please submit your resume and cover letter by October 08, 2026, to hr@chalice.ca with the subject line: 
“Finance Representative – 2026”. Applications will be reviewed as they are received, and early submissions 
may be given priority. A practical skills assessment may be required as part of the selection process. While 
we deeply appreciate every application received, only shortlisted candidates will be contacted. 


