
 Employment Opportunity 

 Bookkeeper & Administration Assistant 
 Santevia Water Systems Inc., Delta BC 

 POST:      June 1, 2022  CLOSE:   Until Filled 

 Summary 

 Santevia  designs,  manufactures  and  distributes  mineralized  alkaline  water  filtration  products  for  life-changing  water. 
 Our  small  but  rapidly  growing  Company  is  uniquely  located  in  Delta,  BC  and  is  made  up  of  forward-thinking,  active, 
 and caring individuals. Our core values at Santevia are: 

 -  Live Long, Live Strong 
 -  Go Further 
 -  Strive for Aha! Moments 
 -  We are Family 

 Our  team  lives  these  core  values,  and  this  is  also  demonstrated  through  Santevia  Gives  Back,  our  donations  arm  of  our 
 business. We support orphanages in Thailand, schools in the slums of Bangladesh and water projects in Uganda. 

 We  are  looking  for  a  self-motivated  bookkeeper  and  administration  assistant  to  join  the  amazing  Santevia  team. 
 Reporting  to  the  Managing  Director,  you  will  play  an  important  role  in  handling  our  accounts  receivables  and  payables, 
 assisting  with  month-end  reconciliations,  and  other  related  administrative  tasks  like  data  entry  and  processing 
 wholesale  orders  for  the  sales  team.  The  ideal  candidate  can  plan,  organize  and  problem-solve  to  achieve  goals.  They 
 also  have  a  high  attention  to  detail  and  will  ensure  deadlines  are  met.  They  must  thrive  in  a  fast-paced  environment 
 and are willing to roll up their sleeves to get the job done. 

 Santevia  has  implemented  cloud-based  technologies  and  utilizes  these  systems  for  efficiency,  and  is  using  an 
 increased  amount  of  automation  to  simplify  tasks.  This  person  will  be  expected  to  learn  the  various  systems,  apps  and 
 integrations to a level whereby they can troubleshoot problems on their own. 

 Reports to:  Managing Director 

 Status:  Full-time 

 Duties:  Please see Job Description below 

 Location of Work:  Hybrid (Role is eligible for 1-2 days WFH) 
 Office Location: 201 – 6901 72  nd  Street, Delta, BC 
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 Must-Haves: 
 -  Minimum 1-year Accounting related certificate or education is required. 
 -  Minimum two years of related and relevant work experience. 
 -  Strong understanding of accounting theory is an asset. 
 -  Strong  knowledge  of  Google  Drive  applications  including  Google  Sheets,  Docs,  Drive  and  Calendar.  Examples 

 of applying such tools at past positions will be required. 
 -  Proven  ability  to  work  as  part  of  a  team  contributing  to  a  positive  and  progressive  work  environment,  and  the 

 ability to work cooperatively and collaboratively with all levels of staff, management and external agencies. 
 -  Strong verbal and written communication skills. 
 -  Highly detail oriented and organized at work. 

 Nice to Have: 
 -  Experience using Quickbooks Online. 
 -  Knowledge or experience with Dext/Receipt Bank, Plooto A/P, Fathom and DEAR Inventory is an asset. 
 -  Passion or a keen interest in the natural health industry is an asset. 

 Attributes: 
 -  Strong  organizational  skills,  able  to  work  independently;  prioritize  and  manage  many  urgent  tasks 

 simultaneously in a fast-paced environment. 
 -  Strong interpersonal and communication skills; able to work well with suppliers and retailers. 
 -  Passionate about working in a purpose-driven atmosphere. 
 -  Able to maintain a high level of confidentiality and discretion. 
 -  Strong analytical and problem-solving skills. 
 -  Fluent in English. French communication skills are an asset. 

 How to Apply: 

 If  you  are  known  to  go  above  and  beyond  expectations  and  think  you  could  be  an  asset  to  our  organization,  please 
 send your resume and cover letter to  admin@santevia.com  .  Please include your salary expectations. 

 We thank all applicants for their interest; however, only those selected for an interview will be contacted. 

 Why work with Santevia? 

 Our values are exemplified by the range of employee benefits we offer which include: 

 ●  Hybrid work environment (combination of WFH and in-office) 
 ●  Competitive compensation package based on experience 
 ●  Work-life balance, with vacation benefits and time off for appointments etc. 
 ●  Comprehensive group health benefits program (vision, dental, health, disability and life insurance) 
 ●  Purchase discounts for Friends & Family 
 ●  Free filters provided to staff; we encourage use of our products by our team! 
 ●  Company sponsored social events 
 ●  Company sponsored training and professional development 
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 Job Description 

 Bookkeeper & Administration Assistant 

 Detailed description of duties and areas of responsibility: 

 Bookkeeping: 

 A/R 
 -  Invoice all completed sales transactions daily. 
 -  Upload all daily invoices to customer online portals, as required. 
 -  Post customer payments to DEAR Inventory and ensure accuracy in Quickbooks. 
 -  Review weekly A/R reports and enforce customer payment terms, following up on overdue accounts. 
 -  Keep management informed of significant A/R amounts and collectability. 
 -  Maintain digital record retention of customer payments, MCB invoices and deposits. 
 -  Reconcile bi-weekly Amazon sales for both Canada and USA sales channels. 

 A/P 
 -  Receive bills and invoices from suppliers, obtain approvals, and post to Quickbooks or DEAR Inventory. 
 -  Prepare bi-weekly A/P bill processing and submit to management for payment approvals. 
 -  Review  and  ensure  correct  expense  coding  based  on  professional  judgment.  Flag  any  issues  with  the 

 Managing Director. 

 Administration: 
 -  Receive and process wholesale orders from customers. Raise issues with the Sales team related to any orders. 
 -  Process disputes with shipping carriers as required and follow up through to resolution. 
 -  Process and dispute chargebacks from Amazon and other retailers as required. 
 -  Prepare expense reports for management utilizing the Dext/ReceiptBank so�ware for corporate credit cards. 

 Month End / Reconciliations: 
 -  Review payment clearing and miscellaneous accounts weekly and allocate payments and expenses. 
 -  Record monthly standardized adjustments for allocations of expenses per Finance process. 
 -  Reconcile all cash accounts, and payment clearing accounts. Obtain sign off by the Managing Director. 
 -  Prepare data for PST and GST returns for review, approval and submission by the Managing Director. 
 -  Review G/L for the prior month to ensure accurate account coding and descriptions are present. 
 -  Perform adjusting journal entries for accruals or allocations based on Santevia policies and procedures. 

 Other duties as required, including but not limited to assistance with year-end preparation and working papers. 

 END 
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