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Shared Services Program
Application - Staff Bookkeeper
	

SUMMARY OF POSITION:

Application closing date: Friday, May 1, 2026 @ 5:00 p.m. PT

Interview dates: Friday, May 8 and Monday, May 11, 2026

Assignment date (paid): Between May 8 and May 13, 2026, depending on interview dates (48 hours will be given to complete the 2-hour assignment)

Anticipated start date: As early as May 18, 2026, no later than May June 1, 2026, depending on the successful applicant's availability

Pay rate: $32/hr
Hours per week: 15 hrs/week (salaried/flex-time agreement)

Availability: At least 3 days per week with flexible hours, with work days occurring between Monday and Friday, with Thursday required. Regular availability between 10 am and 4 pm PST is required.

Location: Remote

Visit this page to view the full job posting.



HOW TO APPLY

Thank you for your interest in this position. 

You may apply either through our Google Form, or by completing the Microsoft Word application template and emailing it, along with your resume and cover letter, to hr@artsbc.org. Please ensure all documents are saved and submitted as PDFs.
* Choose only one method of submission (form or email).
USE OF A.I. IN YOUR APPLICATION
We encourage applicants to submit original responses that reflect your own voice and experience. If you choose to use A.I. (artificial intelligence) tools to support your writing, please ensure your responses accurately represent your own background and contributions. 
CONTACT INFORMATION
If you have any questions about the role or application process, please contact the hiring team at hr@artsbc.org. 
We appreciate the time and effort that goes into each application submission. Due to the volume of interest, only candidates selected for the next stage will be contacted.



DATA COLLECTION AND STORAGE:
The information collected in this application form will be manually entered into our application database and saved in Arts BC’s Google Workspace. The information collected will be used solely for recruitment and candidate assessment for this position. Responses will be securely stored, reviewed by authorized Arts BC staff, and used for assessment and communication purposes during the hiring process. 
Application data will be retained for up to three months and then securely deleted, except for the successful candidate's information, which will be retained as part of employment records.

SECTION I: YOUR INFORMATION

1. Your email address: Enter here

2. Your full name (please match to your resume and cover letter): Enter here

3. This position is open to BC residents. 
If you live in British Columbia, Canada, please indicate by typing “yes.”

4. A personal laptop and access to secure Wi-Fi are required for this position. 

The device must be owned and used exclusively by the employee, be password-protected, have security measures such as a firewall and/or antivirus software, and be stored securely when not in use. 
Because employees are required to use their own laptops and office equipment, Arts BC will issue the appropriate tax documentation upon request to support eligible work-related expense claims on annual tax returns.

If you have a laptop and access to secure Wi-Fi, please indicate this by typing “yes”.


In the following sections, please write “yes” beside the options that are true for you. 
SECTION II: YEARS OF EXPERIENCE
When answering the following questions about years of experience, please include your total bookkeeping experience across all relevant roles. This may include full-time, part-time, contract, and self-employed work. You are welcome to combine these experiences to reflect your overall time working in bookkeeping.
We are interested in sustained, hands-on experience where bookkeeping was part of your ongoing responsibilities, rather than occasional or observational exposure.
We also ask that you clearly outline your years and types of bookkeeping experience in your resume, in detail.

1. Do you have at least three (3) years of bookkeeping and payroll experience?

3+ years bookkeeping experience with payroll processing
3+ years bookkeeping experience without payroll experience
You have less than 3 years bookkeeping and payroll experience





2. Approximately how much of your total professional bookkeeping experience has been in the non-profit sector, including societies, charities, and government?

None
Less than 1 year
1-3 years
3-5 years
5+ years


3. Approximately how much of your total professional bookkeeping experience has been in the arts, culture, and/or heritage non-profit sectors?

None
Less than 1 year
1-3 years
3-5 years
5+ years

SECTION III: SKILLS & PROFICIENCY
Applicants who move forward in the interview process will be asked to complete a short paid assignment to help us better understand your experience.
1. Which of the following bookkeeping tasks would you feel comfortable handling independently?
We ask that you select only those tasks you feel confident completing on your own. 
Please indicate all that apply by typing yes beside the relevant items.

· Recording and categorizing financial transactions (income and expenses)
· Bank and credit card reconciliations
· Accounts payable (bills and payments)
· Accounts receivable (invoicing and collections)
· Payroll processing and payroll journal entries
· GST/PST tracking and filing support
· Month-end bookkeeping and reconciliations
· Year-end preparation for accountant or auditor
· Grant or restricted fund tracking and reporting
· None of the above








2. Please indicate which of the following software you are proficient in using.

“Proficient” means you can use the software independently for regular bookkeeping tasks such as data entry, reconciliations, and reporting without assistance.

Please indicate all that apply by typing yes beside the relevant items.

· QuickBooks Online
· Hudoc, Dext, or other receipt and invoice capture tools
· Google Workspace (e.g. Google Sheets, gmail)
· Payment processing software (e.g. Plooto)
· Other: Please indicate here

SECTION IV: Cover Letter & Resume
Please send a PDF version of this application form, your cover letter, and your resume to hr@artsbc.org. 
Note: If you are selected to move forward in the interview process, we will request references by email. We will ask for at least two (2) references from recent employers or colleagues (within the past five years) who have overseen your work or collaborated with you in a bookkeeping capacity.

USE OF A.I. IN YOUR APPLICATION

We encourage applicants to submit original responses that reflect your own voice and experience. If you choose to use A.I. (artificial intelligence) tools to support your writing, please ensure your responses accurately represent your own background and contributions.

Cover letter: We’d love to get a sense of your experience and approach in your cover letter. Please briefly introduce yourself and share your relevant bookkeeping experience, including payroll (if applicable), and your approach to managing bookkeeping priorities.

Resume: We are particularly interested in relevant bookkeeping experience, including full-time, part-time, contract, freelance, volunteer, or multi-client roles, as well as any relevant education or training.

Thank you for your application! 
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