
Role Purpose and Details  

Director of Finance and Facilities 
January 2023 

The Director of Finance and Facilities is a full-time position appointed by and responsible to the 
President.  This role could also be available as a part-time (.5 or .6) Facilities Director role or combined 
with another role on campus to make a full-time role. 

Role Purposes
… To exercise primary leadership in all areas of financial planning and assessment, ensuring the 

careful stewardship of all resources received by the institution and to conduct the 
administration of all financial matters with utmost courtesy, promptness, diligence, accuracy, 
and integrity.  

… To direct all aspects of the operation and development of all campus facilities and grounds, 
and to place and manage the personnel in that department. 

… To engage in activities and conversations that will establish and maintain God-honouring 
working relationships with students, businesses, customers, constituents and co-workers. 

… To continue in professional development that ensures NBC financial affairs are conducted in 
accordance with governmental guidelines and any associations of which NBC is a member. 

… To ensure excellence in all areas of leadership and administration, characterized by 
promptness, accuracy, servanthood, sensitivity, and a commitment to the pursuit of new and 
better ways of conducting the affairs of the business office. 

… To practice ongoing self-evaluation and discussion of the agreed upon ends as it relates to the 
financial and physical plant aspects of the institution. 

Role Details  

… Conduct all the financial accounting and affairs of the institution, which includes collections, 
disbursements, financial pledges, receipting, payroll, student accounts, insurance, rental 
housing, etc. 

… Act as the chief purchasing agent, and conduct negotiations on major purchases as directed by 
the president. 

… Monitor and be aware of department spending and other financial developments on a monthly 
basis in accordance with budget allotments, and report analysis, significant trends or 
developments to the President. 

… Submit the following financial reports: 

o monthly President’s reports (Donations --  5th, Income/Expense – 20th) 

o year-end report and audit. 

o annual budget preparation (1st draft due by February 15, final draft due by May 15, 
revised after June Board meeting and again prior to the October Board Meeting). 
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o a properly audited and certified Financial Report annually to the Board and to publish 
a condensed report in the Rivers. 

… Supervise all aspects of the operation and development of all campus facilities and grounds 
including oversight of the NBC Maintenance Manager.  Beyond direction this may include 
participation in tasks too big for the Maintenance Manager to complete alone (ie. snow 
removal on certain days). 

… Establishing priorities for the Maintenance Director, assessing risk, developing contingency 
plans, and ensuring a clean and attractive campus.  

… Oversee the operation of the NBC Bookstore, and the hiring of any part-time kitchen staff. 

… Oversee planning and operations of new building projects, or additions. 

… Manage bookings and rentals of all school equipment and facilities. 

… Arrange for regular certification of all fire protection equipment and arrange fire drills as 
required for general safety, liability and insurance purposes. 

… Other responsibilities as assigned by the President. 

Key Skills for Maximum Effectiveness 

… Leadership, organizational ability, and attention to detail 

… Facilities and Financial management or work experience 

… Problem solving skills and “Big Picture” planning ability 

… Communication skills that are clear and effective 

… Ability to function effectively in teams, anticipate needs, obstacles and opportunities 

… Ability to adapt to various roles and demands — flexibility — along with the ability to 
transition from one role to another on a frequent basis 

Essential Attitudes and Characteristics  

… Initiative and willingness to assume responsibility 

… Creative and resourceful 

… Gracious interpersonal relationships, and a willingness to serve 

… Recognize the broader needs and goals of the institution and other personnel, with a strong 
loyalty to the success of all persons and aspects of the institution 

… Strong commitment to the personal and spiritual growth of the students  

… Honest and forthright in dealing with issues or problems 

Salary and Benefits  

… Salary can be somewhat negotiable depending on experience.  Full-time NBC staff also receive 
a monthly benefits package. 
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Nipawin Bible College 
 
About Us 

 The core purpose of Nipawin Bible College is developing passionate followers of Jesus Christ 
with a heart to serve. Our approach is an overall and academic curriculum that is biblically focused, 
designed for spiritual growth and discipleship. Students learn and grow in a close and caring 
community in which they are instructed, encouraged and challenged in their walk with God. 
 Nipawin Bible College was born as a result of the prayerful and burdened vision of a group of 
Christian men from Tisdale, Saskatchewan in 1934. Their desire was to begin an evangelical and 
interdenominational Bible training centre in northeastern Saskatchewan which would equip young 
men and women for Christian ministry. 
 The school was first situated at the junction of the Carrot and Leather Rivers, and was named 
‘Two Rivers Bible Institute’. God prospered the humble beginnings of this venture of faith and within 
the next twenty years, twenty-eight of the graduates had entered a full-time missionary career. In the 
mid-fifties, repeated spring flooding of the campus forced the school to relocate to its present 135 acre 
site just south of Nipawin. It was also renamed ‘Nipawin Bible Institute.’ 
 God has continued to bless the work He began and the College carries a rich heritage of deep 
spiritual convictions and standards which continue to characterize its ministry. The original goals and 
visions have not been lost. NBC continues to train Christian men and women for God’s service 

We value the Bible 
God’s Word is completely reliable and relevant in a world that is seeking answers. It is the final authority for 
life and the key to spiritual growth and effectiveness. 

We value spiritual growth 
We seek to know and love God, and seek to develop integrity of character, a sincere dedication to Christ, and 
a life of prayer. 

We value equipping 
Our goal is to equip people for humble and dedicated service for Christ by developing their spiritual gifts, and 
their minds for biblical thinking and discernment, through a balance of knowledge and practical experience. 

We value the community of believers 
Each individual should experience genuine relationship, grace, respect, compassion and development as a part 
of the Body of Christ. 

We value strategic partnership 
We seek to cooperate and integrate with the ministry of the local church, and other ministries whose goal is 
fulfilling the Great Commission. 

We value evangelism & missions 
We seek to cultivate compassion for the lost in an educational context that actively incorporates sharing the 
gospel, in both local and global contexts.
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