
Accounting Manager 
 
We are looking for a professional, career-minded individual to join our team. We are a 149-year- 

old family owned insurance brokerage offering competitive compensation packages, benefits, 

and dedicated to supplying our clients with outstanding customer service. Reporting to the 

President and Vice President, you are responsible for financial reporting and analysis, daily cash 

management, monthly reporting and cost accounting. If you have experience in this role, we 

would love to hear from you! 

 

Responsibilities  

 Record all deposits and disbursements to and from the operating and trust account 

 Manage the cash flow of operating and trust account 

 Prepare monthly financial reports and compare with the budget, prior year and industry 

standards 

 Monthly review the GL and complete all schedules as needed (i.e. Prepaid, bad debts, 

donations, direct bill) 

 Ensure the trust account is in compliant with RIBO regulations at all times throughout 

the month. Prepare monthly Trust Position and transfer commissions from Trust to 

Operating account 

 Facilitate payroll and group benefit/pension plan 

 Ensure compliance with all provincial with all provincial and federal regulations (PST, 

EHT, RIBO, income tax, source deductions, including taxable benefits) 

 Prepare yearly budget with input from the management team, forecasting what next 

year looks like after reviewing  

 Prepare reports as requests to assist producers in meeting their volume and sales 

objectives 

 Monitor the accounts receivable and work with the producers and customer service 

brokers to avoid collection problems 

 Keep current with changes with government legislation, industry trends and insurance 

company initiatives 

 Prepare year-end by ensuring all data is entered by the cut-off date, supporting 

documents to external auditors  

 Complete all bookkeeping functions and financial statement for holding company, RDS 

Investments (1992) Ltd. 

 Review and prepare rental agreements for investment properties under holding 

company as needed 

 Organization of building repairs and maintenance for main office and investment 

properties when required. Review and negotiation of all contracts including 



maintenance, vehicle and computer system related. Ensure that all vendors have 

appropriate insurance 

 Assist the President in completing the applications for the annual E&O renewal 

 Complete payment and ensure accuracy for licensing (RIBO, Brokers Association, Life 

License, Trademarks, Alberta License, etc.), and certificates (City of 

Guelph/memberships/MTO auto-renewal) are completed on time 

 

Requirements 

 RIBO licensed is an asset but not required 

 5 years plus of Accounting/Controller experience 

 Ability to negotiate 

 Proficient in Microsoft Excel 

 Problem solving skills 

 Ability to prioritize 

 

Thank you for applying, however, we will only be reaching out to the candidates we wish to 

interview.  

 

 

 

 


