
 
Alberta Cooperative Grocery 

Job Description 
 
Job Title: Financial Coordinator 
FLSA Status: Hourly/Non-Exempt 
 

Summary: The purpose of the Financial Coordinator position is to meet the long-term financial planning needs of the 
Alberta Cooperative Grocery, and to provide financial guidance to the staff at large. This position is accountable to the 
Finance Team, SFPC, Collective Management, and Board Finance Committee.  

 
Essential Duties and Responsibilities include the following: To perform this job successfully, an individual must be able 
to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
 
Board:   

●​ Prepare and present quarterly finance reports at Board meetings  
●​ Provide Board with monthly key indicator reports  
●​ Attend Board Finance Committee meetings as needed 

 
Strategic and  Financial Planning Committee (SFPC) 

●​ Serve as permanent member of the SFPC 
●​ Work with the SFPC to create the annual budget    
●​ Monitor deviations from the budget and inform workers of deviations during quarterly reports  

 
Financial Management, Training, and Updates 

●​ Ensure that accounting is accurate, timely, and meets all external requirements including GAAP, all taxing 
agencies, and other obligations (NCG, CoMetrics, etc…) 

●​ Work closely with a bookkeeper, supervising daily financial operations like recording transactions, managing 
payables/receivables, and ensuring accuracy 

●​ Work with the SFPC to provide quarterly finance reports for CM meetings 
●​ Create and provide finance training for all new workers  
●​ Serves as DR (Direct Representative) to National Co-op Grocers (NCG) 
●​ Provide NCG with required weekly and quarterly finance data 
●​ Provide weekly sales reports to the CM via email 
●​ Provide buyers with department margins and attend Buyer/SFPC meetings   
●​ Assist workers with understanding financial data as it relates to their jobs and the financial health of the 

organization.  
●​ Maintain all insurance coverage required by board policy 
●​ File insurance claims and provide adjusters with all requested data and information                                                                          
●​ Serves as Inventory Coordinator 

 
Relationships: 

●​ Works closely with SFPC  
●​ Works with Department Buyers 
●​ Works with Collective Management 
●​ Works with Board Finance Committee 
●​ Works with Bookkeeper and Cash & Deposits Coordinator 
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Qualifications:  
Required 

●​ Bachelor's degree in Finance, Accounting, or related field and preferably 2+ years of experience in financial 
coordination/advising or similar role 

●​ Experience with QuickBooks accounting software 
●​ Experience with budgeting and financial reporting 
●​ Understanding of basic accounting principles and financial planning 
●​ Computer literacy, including proficient use of: a keyboard, email, word documents, and spreadsheets 
●​ Good communications skills, clear instructions, attentive listening. 
●​ Ability to effectively and efficiently multi-task 
●​ Ability to follow through on commitments 
●​ Regular, predictable attendance 
●​ Organized, attention to detail 
●​ Willingness and ability to learn and meet the changing requirements of the job. 
●​ Ability to take advantage of training and networking opportunities, including willingness to travel. 
●​ Ability to work at a desk for extended periods of time. 

Preferred 
●​ Experience working in retail finances 

 
Language Skills  
Ability to read and interpret documents; ability to speak effectively and kindly before groups of customers or employees of 
the Cooperative. 
Mathematical Skills 
Ability to perform calculations.   
Reasoning Ability 
Ability to apply common sense understanding to carry out detailed written or oral instructions; ability to deal with problems 
involving a few concrete variables in standardized situations.  
Physical Demands - The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform essential functions. 

●​ While performing the duties of this job, the employee may be required to regularly talk, hear and see. The 
employee will be required to work at a desktop computer for extended periods of time. 

 
Work Environment – The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform essential functions. 
●​ Ability to work on a computer for long periods of time; 
●​ Ability to work at a desk for extended periods of time. 
 

Signing this document ensures that the signer has read and understands the Financial Coordinator job description and has 
committed to adhering to the expectations within. The Financial Coordinator job description will in part be used to assess 
workers' job performance at their annual review and throughout the year. 
 
 
Signed _______________________________________________ 
 
Print Name ____________________________________________ 
 
Date ______________ 
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