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Application deadline: September 4, 2026 
 
 
Title of Position: Director of Finance and Administration 
 
Employment Type:   Indeterminate, excluded 
 
Location:   Ottawa, Ontario 
 
Linguistic Profile: Bilingual imperative 
 
Salary & Benefits: $120 672 to 130,515 

Plus $1,400 /year bilingualism bonus 
   
Area of Competition:   

1. CEIU employees. 
2. Employees of the PSAC and its Components. 
3. Members of COPE, Local 225. 

 
 
Purpose of the Position: 
 
As an integral part of the CEIU National Office team, the Director of Finance 
and Administration’s role is to oversee all accounting and financial 
management including budgets, cash flow and expenditures and 
investments for the National and Regional offices. This function also 
oversees and controls the distribution of funds to the regions as well as to 
the locals.  
 
This is an excluded position that reports to the National President. 
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Key Duties: 
 
The successful candidate will be responsible for: 
 

 Coordinating and directing the accounting, finance, and budget 
management functions for CEIU. 

 Overseeing, approving, and reconciling expenditures for staff and 
elected officials. 

 Overseeing payroll reporting and remittance to government agencies, 
including the production of T4s. 

 Approving accounts payable nationally, regionally, and locally. 
 The financial management of the National and Regional Union Offices 

(RUO’s). 
 Reconciling and processing financial statements for the National 

Office, National Executives as well as RUO’s and standing 
committees. 

 Liaising with government bodies, such as the Canada Revenue 
Agency and PSAC, as required. 

 Monitoring and reporting on financial operations and performance to 
ensure compliance with budgets, policies, and regulations. 

 Prepare reports for the National President, standing committees. 
 Ensuring financial compliance with all Revenue Canada and all related 

legislatures. 
 Making recommendations on financial matters. 
 Providing financial analysis for product investment decisions and 

investment reviews. 
 Liaising with the external Auditor 4 to 5 times per year. 
 Supervises the work activities of three to four (3-4) subordinates. 
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Qualifications: 
 

 A minimum of 5 years of experience of complex financial management  
 A professional designation in account such as CPA-CA, CPA-CMA, 

CPA-CGA.  
 Knowledge of investment practices and opportunities. 
 Extensive knowledge of all aspects of corporate accounting and 

financial management, ensuring the highest standard for accuracy of 
information, is required.  

 Thorough knowledge of all federal and provincial regulations regarding 
financial records and union finances is essential. 

 Must have the ability to incorporate internal approval protocols and 
union by-laws, policies, collective agreements as well as analyze 
funding and future needs. 

 Strong computer literacy in SAGE 300 (advanced level), MS Word, 
Excel (advanced level), PowerPoint, Outlook, as well as the ability to 
operate other office equipment, e.g., postal meter, phone system, 
projector, photocopier, printer. Proficiency with Unionware would be an 
asset. 

 High degree of judgment, initiative, discretion, analytical skills, critical 
thinking, flexibility, and responsiveness. 

 Strong organization skills and the ability to effectively multi-task. 
 The ability to solve problems effectively, diagnose a situation and 

challenge ordinary thinking and the status quo. 
 Excellent verbal and written communication skills as well as a high 

degree of people skills and the strong ability to maintain confidentiality. 
 Must have the ability to interpret and explain financial information and 

reports, verbally and in writing, to staff and members at all levels. 
 Aptitude to supervise. 
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Employment Equity: 
 
The CEIU as an employment equity employer encourages applications from 
equity group members. CEIU is committed to the hiring of qualified 
candidates from the following equity groups as defined by CEIU/COPE: 
women, racially visible, First Nations, Métis, Inuit, persons with disabilities, 
LGBTQ2+. 
 
Applications: 
 
Applicants should send a cover letter (no more than two (2) pages) and their 
resume (no more than three pages) detailing how their work experience and 
qualifications relate to this position as this will provide the basis for interview 
selection.  

Please send your resume and cover letter in confidence to Natasha Larose. 
Executive Assistant: by September 4th,2026, to the following email:  
larosen@ceiu-seic.ca  
 

We thank all interested candidates, however, only those selected for an 
interview will be contacted. 
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