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CANADIAN ACADEMY

HEAD OF ACCOUNTING & FINANCE (1 #%:%&)
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Position Summary

The Head of Accounting & Finance plays a pivotal role in budgeting, reporting, and forecasting to ensure the school’s fiscal
health and sustainability. They present financial information across the school to support operational decision-making, and
ensure that financial management is in compliance with internal policies and regulatory requirements.

As a team leader, the role also includes oversight of junior personnel and responsibility for their performance, professional
training, and career development.

Reports to & Evaluated by
Director of Finance & Operations

Roles & Responsibilities
Management Responsibilities (“kachou” status)

« Implementing, maintaining, and periodically reviewing the school's financial procedures manual and other documents
necessary to sound financial management.

« Leading the Finance Office team, both through supervising the work of junior colleagues and overseeing their
performance through the performance evaluation process for non-teaching staff.

« Managing the working schedule of the Finance Office team, anticipating moments of peak workload and making
appropriate adjustments to the allocation of tasks.

« Creating and identifying opportunities for the Finance Office team to interact more directly with the school community.

« Supporting the Director of Finance & Operations in meetings and events requiring representation from the Finance
Office and/or language support.

« Representing the school at internal or external events upon request.

Personnel Administration

« Developing the payroll budget on an annual basis.

« Administering the payroll process, involving collation of pay data from internal departments, submission of data to
external tax and labor advisors, review and reconciliation of draft payroll figures, and posting final figures to the bank
for payment and into the accounting system.

« Ensuring employee paid leave balances are appropriately reflected in payroll.

« Reconciling payroll-related balance sheet and other adjustments on a monthly basis, including salary deductions,
withholding taxes, and amounts due from employees.

« Processing various one-time and/or other payment types through payroll, including home leave allowances for
international faculty and administrators, currency-related adjustments, bonuses, and tuition fee allowances for
dependent children.

« Providing salary payment reports and/or other payroll information to external authorities on an annual basis, as
requested, and/or upon employee retirement.

« Maintaining retirement/pension programs for personnel and performing relevant balance sheet adjustments and/or
fund transfers to external service providers.

« Communicating with external labor law, tax, and other advisors on an ongoing basis to support the payroll process.

« Addressing employee queries regarding payroll-related matters.

« Ensuring ongoing compliance with tax affairs, including monthly withholding of income taxes from payroll and
remittance to authorities, payment of property taxes, coordination of corporation tax obligations, and provision of other
relevant information to the NTA as required.

Finance Transactions & Processes

« Acting as the primary point of contact with the school's banks, investment brokers, and other financial services
organizations.

« Recording all accounting entries relating to investment sales/purchases and FX revaluation.

« Reviewing dividends accounting entries made within the team on a monthly basis, and following up on any anomalies
with the investment broker.

« Approving transactions entered by team members within designated online banking platforms.

« Reviewing monthly expenditure reporting generated within the team and following up on anomalies as appropriate.

« Generating month-end management reporting (operations, investments, capex, cash reserves, etc.) and presenting
figures and supporting narrative to school administration and governance.

« Supporting the Director of Finance & Operations with long-term forecasting and financial planning.

Audit & Compliance

« Performing the year-end closing activities in preparation for the annual financial statements audit.

« Coordinating the school's annual financial statements audit, involving managing auditor schedules, arranging
representation and inspector letters, and generating financial statements and other information as required.

« Leading the Finance Office team through the annual audit and supporting colleagues with any audit-related matters.

« Leading the school's response to any other audit-type activities which may reasonably require financial involvement,
including periodic audits from Hyogo Prefecture, Kobe City, or the tax authorities.

« Providing financial and other information to Hyogo Prefecture, Kobe City, and other entities as required.

General Administrative

« Producing translations, correspondence, or other written materials using CA branding guidelines.
« Other general duties that are administrative in nature and may reasonably be requested by the supervisor, including
covering certain duties of other administrative colleagues during absences.

CA Mission & Values
All employees are expected to perform the duties of their employment conscientiously and in
alignment with the School’s Core Values, Mission, and Objectives.

Child Protection
It is the goal of the Canadian Academy to maintain a school environment for all students free from abuse. All Canadian
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Academy employees share a collective responsibility for the safety of Canadian Academy students. No Canadian Academy
employee may engage in any activity constituting abuse.

Aligned with the recommendations of the International Task Force on Child Protection, we hold ourselves to a high standard
of effective recruiting practices with specific attention to child protection.
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Nissho Boki level 2 or CPA required

Business level in English and Japanese

Open-minded and comfortable operating in a multicultural environment

Strong collaborator with experience working within and across teams

Excellent project management skills, self-starter and able to meet deadlines

Flexible and adaptable to respond to shifting priorities in a fast-paced environment

Familiarity working with Microsoft Office, Google Office Suite, and other similar software products
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