
Bookkeeper  
PART-TIME HOURLY POSITION 

 

ABOUT THE CAPITOL 

The National Historically Designated Cameco Capitol Arts Centre is located just 1 hour east of Toronto in beautiful and historic 

Port Hope. One of Canada’s first “Talking Picture Houses”, built in 1930 and in operation as a multi-entertainment venue since 

1995, the Capitol has enjoyed growth over the past five years and is poised for the next chapter in its evolution. The Capitol 

draws top industry talent for its professional productions as well as highly talented locals for our community initiatives in two 

performance spaces. Operating year round, the Capitol houses two theatres: a 390-seat main-stage, and the 80-100 seat, 

multi-purpose Sculthorpe Theatre, used for smaller presentations, community events and private functions.  

 

The ideal candidate for the Part-time Bookkeeper role is an individual looking to join a small team of like-minded professionals 

dedicated to providing a superior guest experience while growing and nurturing the membership offerings through strong 

stewardship initiatives. This individual has the ability to manage multiple projects at the same time in a fast-paced environment.  

We are looking to build an all-star team, so if you possess a vibrant personality, strong people skills and have a passion for 

bringing new ideas forward and working towards a common goal, apply for this opportunity now! 

 

PRIMARY FUNCTION 

Reporting to the Managing Director, the primary responsibility of the Part-time Bookkeeper is to manage the day to day 

accounting duties and assist with the general administrative duties supporting the operations of the organization.  

Equally important is working collaboratively with the team to strengthen the donor and membership community by offering the 

highest standard stewardship through strong customer service.  

 

NECESSARY QUALIFICATIONS 

Education: Post-secondary degree from a recognized, relevant technical training institution, or an equivalent combination of 

education and professional experience  

 

Experience: Three to four years of bookkeeping experience in accounting and administration  
 

Skills:  

● Extensive knowledge of QuickBooks  

● Ability to work both independently and as part of a small team  

● Microsoft Office Suite (Excel and Word) and Google Docs proficiency  

● Basic understanding of Cloud computing  

● Strong written and verbal communications skills  

● Excellent organizational skills with the ability to work on multiple projects with tight deadlines 

● Strong interpersonal skills, integrity, positive energy, collaborative spirit and a high level of cultural sensitivity in a 

diverse environment 

● Adaptability and desire to improve existing processes and procedures by offering recommendations for alternative 

methods 

● Positivity and a strong work ethic that enhances and assists in the evolution and growth of the organization  

● Passionate, innovative, entrepreneurial, collaborative, creative and an inexhaustible sense of humour. 

Assets:  
● An understanding and appreciation of the arts and culture sector and environment  

● Working knowledge of the not-for-profit world, and its specific requirements and challenges 

 

DETAILED DUTIES & RESPONSIBILITIES 

 

BOOKKEEPING  
● Record Box office sales, Canada helps, Concession, 50/50 and TIFF sales receipts 

● Visa, MC, Interact & Moneris transactions 

● Process weekly payroll in a timely manner 

● Post and pay supplier invoices in a timely manner 

● Record cash receipts and make bank deposits  

● Maintain an orderly accounting filing system  

● Maintain the chart of accounts 

● Prepares all necessary documentation for statistical reviews of lotteries (i.e. Capitol Christmas Festival of Trees and 

Lights, 50/50 draws, special collections, etc.)  

● Prepares a weekly sales report with reconciliations of cash receipts and sales (report frequency may vary)  

● Issues donor receipts in coordination with the patron services manager, and maintains the donor database as required  

 
REPORTING 

● Annual T4 and T4A preparation and report summaries  

● Monthly remittance of payroll Source Deductions  

● Ensures Actors Equity bond is in place  

● Grants reporting such as municipality and fundraising 

 

Hours: 21 Hours per week 

Compensation:  $22 / hour 

 

How to Apply:The Cameco Capitol Arts Centre is an equal opportunity employer and we encourage candidates of all 

backgrounds to apply. We thank applicants for their interest, however, only those advancing in the process will be contacted. 

 

Interested candidates should email their CV to jobs@capitoltheatre.com, By mail to 20 Queen Street, Port Hope, ON, L1A 2Y7 

Please include “Part-Time Bookkeeper” in the subject line. Application Deadline: January 15th, 2021 

mailto:jobs@capitoltheatre.com

