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Village of Sayward 
Job Posting 22-04 

 
Finance/Admin Clerk 

Full-Time (Temporary – 12 months) 
On location (hybrid not possible) 

 
The Village of Sayward is seeking a Finance/Administration Clerk to join our team for a 12-month 
temporary term.  Pending success in the role for the initial term, the incumbent may be offered 
additional employment in a full or part time capacity.  

In a small but mighty team, all staff perform a variety of tasks and the incumbent needs to be 
flexible and able to multitask and prioritize. The Finance/Administration Clerk position performs 
a variety of accounting, bookkeeping and financial work, including but not limited to accounts 
payable and receivable, financial reporting and analysis, account reconciliations, payroll 
processing, general ledger maintenance, property taxation, and office administrative duties for 
the Village of Sayward. The incumbent will have a significant amount of interaction with both 
colleagues and the residents of the Village of Sayward and thus expected to provide a high level 
of customer service. Candidates must be versatile and capable of performing a variety of tasks to 
get the job done in a fast-paced environment where attention to detail is of the upmost 
importance. Additionally, the incumbent may assist with fact finding, research and data collection 
as well as support for legislative services.  This position is also expected to assist with the 2022 
general municipal election. 

The ideal candidate will have a strong sense of teamwork and excellent customer service skills.  In 
addition, a solid and varied accounting background with a good working knowledge of accounting 
software and Microsoft Office products is preferred.  The successful applicant will be the face of the 
Village of Sayward municipal office and is the first point of contact for phone calls, and front counter 
visits from the public.   
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Ideal candidate qualifications: 
• 1-2 years office administration experience in a professional, client-facing environment 
• Strong computer skills, highly proficient with Microsoft Office suite of applications and 

PDF software 
• Ability to learn new programs, i.e., MAIS (accounting software) 
• Strong organizational skills and high attention to detail and accuracy 
• Excellent verbal and written communication skills 
• Exceptional interpersonal skills, independent with a strong sense of initiative 
• A skilled multi-tasker with ability to handle large amounts of ever-changing information 
• This role has access to confidential information and will be required to pass RCMP 

screening and commit to policy and procedures governing confidentiality, filing practices 
and conduct 

• Scheduling flexibility - while this role is Monday through Friday, there may be need to 
work outside of scheduled hours for meeting support or special projects 

• Skilled in prioritizing tasks and hands-on approach 
• Strong work ethic with a team-first mindset 

 
Remuneration is $22.00-$24.00 per hour (based on experience) plus 8% in lieu of benefits. This 
position also includes 3 weeks of paid vacation.  This position is expected to start August 2022. 
 
Please send your letter of interest/cover letter and resume quoting Job Posting 22-04 to 
cao@saywardvalley.ca or to the Village of Sayward office no later than Friday June 10th, 2022, 
at 4pm. 
 
The Village of Sayward would like to thank all applicants for their interest. Only candidates 
selected for an interview will be contacted. 
 
Thank you in advance for your interest in working with the Village of Sayward. 
 
Jason Johnson 
Chief Administrative Officer 
 
 
The Village of Sayward is perched at the base of Newcastle Ridge and the mouth of the mighty Salmon River 
at Kelsey Bay, one of BC's most important estuaries.  Sayward is in the unceded Traditional Territory of the 
K’omoks, We Wai Kai and Wei Wai Kum First Nations.  Approximately 350 people call Sayward home, and 
residents of Sayward are happy to share the spectacular natural environment of northern Vancouver Island 
with visitors.  
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