Roles and Responsibilities of the Bookkeeper for the Young Israel of Ottawa

· Invoice, receive, deposit and receipt all Accounts Receivables
· Issue legal tax receipts in a timely fashion
· pay all accounts payable including bills and reimbursements
· file all CRA forms, returns, Deductions at source
· Issue T4s before the end of February
· Issue ROEs when necessary
· Banking: deposits, bank reconciliations
· Payroll
· reporting to the board on a monthly basis
· Organize and maintain financial records and files

