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Make an Impact with Community Futures Central Island (CFCI); Come Join Our Team!

Community Futures Central Island (CFCI) is a not-for-profit corporation funded by the Federal
Government through PacificCan. Our mandate is to promote economic development and job
creation in rural, non-metropolitan areas, with a mission to leave people feeling supported and
informed. We envision a world where entrepreneurs feel inspired, supported, and empowered to
contribute to their communities' economies.

At CFCI, we're more than just a financial developmental lender; we’re a catalyst for small
business success. We provide affordable, flexible financing and expert support for
entrepreneurs and businesses looking to start, expand, or buy a business. When traditional
banks say no, we say yes, opening doors to opportunities that transform lives and communities.
In this role, you will make a tangible impact and support local businesses, community
development and economic growth.

This Position is for You If...

e You're passionate about making a difference: Join us to support and empower
entrepreneurs, fostering economic growth and job creation in rural communities.

e You thrive in a collaborative, small-team environment: Work with a close-knit group
of dedicated professionals who are committed to making a positive impact.

e You seek a low-stress, supportive workplace: Enjoy a balanced work environment
with great people who value collaboration and mutual support.

e You want to be part of something bigger: At CFCI, your work will have a tangible
impact, helping local businesses and communities flourish.

e You're excited about being a catalyst for change: Leverage your skills to provide
flexible financing and expert support, turning entrepreneurial dreams into reality.

Loan Administrator & Bookkeeper
Reporting to the Executive Director

The Loan Administrator & Bookkeeper is responsible for the administration and management of
the loan portfolio while also ensuring the flawless execution of bookkeeping (AR/AP) for the four
companies we manage.

This role involves working with the Business Development and Credit Officer to prepare loan
applications, maintaining accurate records, and ensuring compliance with lending policies and
regulations. Additionally, the role involves performing all AR/AP bookkeeping duties, maintaining
accurate records of all financial transactions, loan advancements, and managing client loan
payments.
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Key Responsibilities:

Client Interaction: Respond to inquiries about financing, business ideas, funding
options, and CFCI services.

Resource Management: Maintain resources and referral networks.

Loan Processing: Support loan applications, prepare loan documentation, and manage
records.

Financial Management: Set up, advance, and manage loan payments, including
handling NSF transactions and overdue accounts.

Administrative Support: Assist with daily banking, accounting tasks (AR/AP), general
office and administrative support for economic development programs and other
management contracts.

Team Collaboration: Work with the team managing complex spreadsheets, and create
reports for decision-making.

Operational Efficiency: Improve & develop systems, policies, and procedures; to
enhance efficiency.

Additional Tasks: Perform other duties as assigned by the BDCO/ED.

Requirements of the Ideal Candidate:

Education and Experience: Diploma, certificate, or degree in business, finance, or
accounting, or a minimum of 3 years of full-cycle bookkeeping/accounting experience.
Basic accounting principles and processes.

Banking and lending experience (preference not required).

Detail-oriented with strong problem-solving skills.

Highly organized self-starter with the ability to manage new processes.

Ability to prioritize and multitask.

Quick thinker for unstructured tasks.

Independent and team-oriented work capability.

Excellent oral and written communication skills.

Superior interpersonal skills.

Confidentiality and understanding of the Personal Privacy Act.

Strong customer service skills.

Impeccable judgment, ethics, and morals.

Sound business acumen.

Proficiency in accounting software (Sage 50, QuickBooks Online) and Microsoft
Office/Google Workspace (advanced Excel/Sheets).

Shared core values of empowerment, community development, service, inclusivity,
innovation, and impact.

Credit checks required.
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Position Details (Full Time):

This full-time position is based in our office in Parksville, BC, Monday to Friday, 8:30 AM
- 4:30 PM (35 hours a week). Some occasional evenings, weekends, or extended hours
may be required to accommodate activities and events.

After the probation period, a hybrid role of 3-4 days in the office will be considered.
Anticipated Start Date: September 3rd, 2024.

Benefits & Compensation:

$50,000-$57,000 per year ($27-$31/hr) - Compensation is commensurate with
experience.

Comprehensive medical, dental, vision, STD, LTD, and life insurance.

Office holiday closures.

RRSP contribution.

3 weeks vacation to start.

Flexible work environment.

Onsite parking.

Application:

We understand that not every great candidate will meet all the requirements listed. If you believe
you are close and have the passion to make a difference, we encourage you to apply.

We provide employment accommodation upon request to applicants during the recruitment
process. If you require accommodation, please inquire with your email submission.

Please send your resume and cover letter to admin@cfnanaimo.org, quoting “Loan
Administrator & Bookkeeper - LABCFCI01” in the subject line. We thank all applicants for
their interest; however, only those selected for an interview will be contacted.

Please note: This position is open to individuals who are legally entitled to work in Canada
(Canadian citizens, permanent residents, and those with refugee status). We are unable to
consider applications from those requiring sponsorship.
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