
 
 

 

 

Job Title: Administrative Assistant, Finance  

Location: Toronto Campus  

Job Type:  Full-Time 

About Us 

The Language Gallery Canada is a proud member of Global University Systems (GUS), an 
international network of higher-educational institutions, brought together by a shared passion for 
accessible, industry-relevant qualifications. 
 
The Language Gallery Canada delivers a wide range of quality language program to students 
from over 70 countries. With locations in Canada’s two largest markets for ESL training, Toronto 
and Vancouver, provides short-term and long-term high-quality language courses with an 
emphasis on academic quality, offering international students a great language immersion 
experience that will lead the student into a bright educational future. 
 
TLG Canada offers an excellent and affordable on-campus and virtual learning experience 
supporting the students and other GUS Canada institutions through its exceptional University 
Pathway Program and student-focused approach. 
 
Our culture is fresh, flexible and we have a "can-do" attitude. We have a dynamic, and social 
environment yet maintain professionalism.  

Responsibilities   

 
• Update daily the Account Activity with upcoming payments and process the allocations. 

Inform Accounting department with each of the allocations that have been done during the 
day.  

• Process the credit card payment through the Bambora platform; Credit card terminal (on-
campus).  

• Coordinate with Finance Team Leader to define the right commission amount for the 
agency. Once approval is received, passed the information to accounting for process. 
Coordinate with accounting accordingly.  

• Coordinate with Finance Team Leader to define the right refund amount for the agency or 
the student. Check the new refunds request that has been submitted directly, without 
school informal.  

• Update the system and student files accordingly. 
• Coordinate with Activities/Credit Card/Insurance companies on a weekly basis to make 

sure all of the invoices are well received and paid in time.  
• On a daily basis, coordinate with Finance Team Leader to make sure all of the students’ 

payments have been allocated correctly and intercompany payments have been done in 
the right amount of tuition.  



 
 

 

• On a weekly basis, work closely with Admissions to make sure all of the POP and actual 
payments are processed and updated in the Arrivals List and make sure the COA/LOA 
has been issued. Collect and prepare the list of OS balance students. Contact the 
agency/BD for the further payment collection.  

• Collaborate with other departments to keep SYS updated. 
• Answering queries received from students and agents. 
• Sending documents and communications to students and agents. 
• Complete other duties as assigned. 

 

Position Requirements 

 
Education and Experience 
 

• Post-secondary education in Business or related field is required. 
• Minimum 2 years of related experience within a fast-paced student-centered environment, 

the preferably private career college environment is an asset. 

Desired Skills and Experience: 

• Advanced skills in Microsoft Office and Excel. 
• Strategic thinker with a good understanding of business value. 
• Excellent organizational and time management skills, including the ability to cope with 

competing demands and to prioritize tasks. 
• Ability to use own initiative and pay close attention to detail. 
• Capable of working independently and having responsibility as an individual. 
• Ability to work to deadlines and achieve goals. 

 

 


