
 

 

 

 

 

 

Administrative Assistant to Insolvency Professionals  

 

The ideal candidate will be experienced in handling a wide range of administrative and 
bookkeeping support related tasks, must be a self-starter, and will be able to work 
independently. 

The ability to interact with staff at all levels in a small-fast paced environment, remaining flexible, 
reliable, proactive, resourceful, and efficient, with a high level of professionalism and 
confidentiality is crucial to this role.  

An interest and willingness to acquire a working knowledge of insolvency is very important, 
however, prior experience is not a requirement as on the job training will be provided.   

 

Main Duties: 

- Perform bookkeeping and insolvency related work as required, including e-filing 
new files and all statutory reports, coordinate and process mail-outs and dividend 
cheques, assist with proof of claims matters and creditors’ queries. 

- Arrange and coordinate creditors meetings, and other events and conferences. 
- Attend meetings and conferences to take notes and minutes. 
- Assist with various estate banking requests. 
- Review office procedures and implement improvements where necessary. 
- Order office supplies and maintain inventory. 
- Conduct research and compile data. 
- Coordinate monthly billings using Sage Timeslips software. 
- Prepare and proofread miscellaneous reports, correspondence, presentations, 

and other related material. 
- Manage and maintain paperless filing, and other schedules and appointments for 

Trustees. 
- Maintain corporate website and ensure updates periodically. 
- Liaise with outside service providers. 

 



 

Other Duties: 

- Reception duties on a limited basis including answer telephone, screen, and 
direct calls, take and relay messages. 

- Welcome visitors by greeting them, in person or on the telephone; answering or 
referring inquiries. 

- Open and distribute regular and electronic incoming mail and other material. 
- Liaise with other admin staff and provide vacation and sick day’s coverage. 

 
 

Key Competencies: 

- Strong written and verbal communication skills. 
- Attention to details and accuracy. 
- Positive attitude and initiative. 
- Self starter. 
- Judgment and decision-making ability. 
- Organizational and planning skills. 
- Reliability.  
- Confidentiality. 

 

Education and Experience: 

- Minimum 3 to 5 years’ experience at administrative / accounting assistant level, 
including data entry.  

- Proficient computer skills and strong knowledge of Microsoft Office (Word, Excel, 
Power Point, Outlook) and Adobe Professional. 

- Strong knowledge of operating standard office equipment (copier, scanner, fax, 
postage meter). 

- Knowledge of best practices and procedures for office administration. 
- Definite assets: bookkeeping and / or insolvency administration; Ascend, Sage 

50 Accounting and Timeslips software. 
 

 

If you are interested in applying to this position, please email your resume to 
careers@bowragroup.com. 

While we thank all applicants for their time and interest, only qualified individuals will be 
contacted. 
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