
Receptionist/Bookkeeper/Office Manager  
Receptionist/Bookkeeper/Office Manager needed for Alitis Investment Counsel’s Campbell River Office. This position is 

the face of Alitis, your interpersonal skills are excellent and your positive, warm and caring nature is felt by all. This is a full-time 

position, we offer a fast paced family oriented office. Employee benefits include flex time, employer funded medical benefits and 

RRSP programs. Offering a competitive wage based on experience.   

JOB DESCRIPTION  

 Greeting clients, answering and redirecting phone calls and ensuring all client visits are enjoyable.  

 File preparation for Adviser Meetings.  

 Cross-trained in Administration to provide support when required.  

 Assist the Controller with bookkeeping, this includes Visa reconciliation, Invoice entering, the preparation of Cheques and 

bank deposits. 

 Office Manager, responsible for the overall office, liaison with the landlord, cleaners and other companies who partake in 

ensuring a clean, inviting and professional office environment.     

 Ordering office supplies, managing the office mail and couriers.  

 Responsible for all employee travel bookings and managing Adviser Calendars.  

 Assist other team members with special projects as required.  

EXPERIENCE REQUIREMENTS  

 2-5 years’ experience in an office environment; 

 Basic understanding of bookkeeping a MUST; 

 Intermediate Microsoft Office skills (Word, Excel, Outlook); 

 Experience with Dataphile, Simply Accounting and Salesforce would also be a benefit. 

PERSONAL REQUIREMENTS  

 Personable, your interpersonal skills will set you apart from all other applicants; 

 Detail-oriented with a desire to maintain a well-organized environment;  

 Excellent written and verbal communication skills;  

 Positive and professional attitude;  

 Responsible and trustworthy. 

Please send your resume to nketterer@alitis.ca along with a cover letter outlining your strengths and experience for                 

consideration. Applicants previously employed with a financial firm will be strong candidates. Resumes sent without cover               

letters will not be considered. Please note that only applicants for consideration will be contacted.  Thank you for your interest. 

Closing date of April 10th, 2015. 

mailto:nketterer@alitis.ca

