



Position Description
Administration Finance Support Worker (.4)


Position Title: Administration Finance Support Worker
This position is responsible for providing administrative and financial reporting support to the Manager and assisting the day to day operation of Kara House.
Conditions of Employment
Hours of Employment: 
· Part-time, 30 hrs per fortnight, 9am – 5pm. Days to be decided in the consultation with the Manager.
· Initial 1-year contract

Reporting to: 
· Manager
Award: 
· Social, Community, Home Care and Disability Services Industry Award 2010
· Superannuation will be paid according to the Superannuation Guarantee
· Salary packaging available
Qualifications: 
· A tertiary qualification in a business or finance related discipline 

Mandatory requirements: 
· Unrestricted Victorian Driver’s License and good driving record 
· A Police Record Check (including proof of identity)
· International police check (if required)
· Current Working with Children Check
· Qualification check (original documents)
· Pre-employment safety screening including employment history and disclosure of previous or current disciplinary action
· Referee checks, including most recent supervisor
· Commitment to Child Safety and adherence to the Kara House Child Safety requirements 
· Ethical behaviour and adherence to the Kara House Code of Conduct

Statement of Purpose:
Kara House Inc is a crisis support service for women and their children escaping family violence.  Kara House works towards a feminist analysis of family violence.  The primary focus of the service is supporting women and their children from diverse cultural and linguistic backgrounds.  Women are encouraged and empowered to take control of their lives.  Case management is provided within a crisis intervention framework coupled with appropriate transitional support.  Our approach is tailored to meet the individual needs of the women and children who use our service.  We recognise that women and children have the right to live free of physical, emotional, sexual financial and all other forms of abuse.  Kara House provides both Refuge, Transitional housing and Outreach Support. 


Key Requirements
· A tertiary qualification in Business, Finance or other related discipline 
· Minimum of 2-3 years’ professional experience in administration and financial reporting, preferably in a non-profit organisation.
· Previous experience in an office administration position
· Previous experience in a financial reporting role
· Demonstrated ability to work within a small team environment 
· Proficient knowledge and application of Microsoft Office (Word, Excel, PowerPoint and Outlook) including advanced Excel skills and knowledge of Accounting and Finance software packages
· Proven experience in preparation of Financial reports and statements and providing financial insights and analysis 
· Demonstrated ability to develop budget forecasts
· Excellent verbal and written communication skills
· Commitment to continuous improvement, managing change and being flexible to change.
· Demonstrated ability to work independently and within a team and contributing to agreed outcomes. 
· Ability to exercise good judgment in the handling of confidential information
· The ability to physically undertake the described role, maintain self-care and resilience and effectively participate in supervision 
· Effective organisational and time management skills


Summary of Duties

General
· Creation of agendas, minutes and the maintenance of MC and staff SharePoint.
· Create online surveys, analyse results and produce reports
· Assist with producing advertising and marketing materials
· Assist with producing and formatting proposals, presentations and reports
· Update agency documentation 
· Assist in the day to day running of the organisation, including organising maintenance, repairs, shopping, mail collection, donations etc.
· Payroll support in the absence of the Finance Officer- experience in Myob essential
· Create financial reports and insights on a monthly basis
· Accurate and timely record keeping and data collection
· Contribute to the development of innovative processes, practises and quality systems and promote an environment of continuous improvement. 
· Actively prepare and participate in annual performance appraisal.
· Perform other related duties as directed by the manager.


Ethical responsibilities
· Maintain ethics and standard of practise congruent with those of the appropriate professional body
· Maintain harmonious relationships with all members of staff.
· Ensure familiarity and adherence to the Kara House Policy and Procedures and the Department of Health and Human Services standards and funding requirements.
· Treat all client, staff and agency information as strictly confidential.




Key performance Indicators

	Key Result Area
	Required
	Key Performance Indicators

	1. Policy and Procedures
	· Understand and work within the guidelines of the Kara House policy and procedure manual
· To contribute to the development and maintenance of sound financial and administrative management policies
· Contribute to the implementation of the Kara House Strategic Plan
	· Adherence to Kara House Policy and procedures
· Adherence to direction from management
· Contribution to development of policy and procedures




	2. Financial   Reporting
	· Provide assistance and support to the Finance officer in her absence.
· Create financial reports and insights to support the financial reporting to the Kara House Board
· Accurate and timely record keeping and data collection

	· Proficient usage of MYOB
· Financial reports
· Data spreadsheets

	3. Administration 
	· Creation of agendas, minutes and the maintenance of MC and staff SharePoint.
· Create online surveys, analyse results and produce reports
· Assist with producing advertising and marketing materials
· Assist with producing and formatting proposals, presentations and reports
· Update agency documentation 
· Assist in the day to day running of the organisation, including organising maintenance, repairs, shopping, mail collection, donations etc.

	· [bookmark: _GoBack]Maintenance of Sharepoint, warranty folder and other internal  
· Completed audits – office, stationery
· Completed 
· Accurate and grammatically correct documents and reports
· Timely and responsive assistance






	4. Teamwork
	· Collaborate and work respectfully with colleagues
· Maintain harmony within the staff team
· Share information with co-workers and management and be pro-active in solving work-related problems
· Show empathy, awareness and practical support to work colleagues  

	· Feedback from colleagues
· Collaboration and assistance provided to colleagues


	5. Communication
	· Maintain respectful communication with clients, staff team, management and services
· Answer telephone calls and respond to messages as soon as possible
· Ensure emails, letters and other documentation provided on behalf of Kara House is grammatically correct, respectful and accurate. 

	· Feedback from clients, staff and other services
· Observation of telephone manner
· Emails, letters etc generated


	6. Data Collection and administration
	· Complete tasks as directed and within required timeframes
· Complete financial reports for management committee

	· Timely financial reports for Management committee

	7. Continuous Improvement
	· Contribute to the continuous improvement of Kara House by identifying areas for improvement
· Prepare and actively participate in the accreditation process

	· Participation in continuous improvement opportunities


	8. Professional Development and training
	· Accept feedback and engage in regular supervision and performance appraisal meetings
· Participate in training as identified and scheduled
· Identify and record how training has been incorporated into practice

	· Training feedback forms
· Actively participate and attend training 
· Incorporation of training into practise


	9. OH&S
	· Contribute to the maintenance of a safe workplace by identifying and if appropriate removing potential hazards

	· Identification and reporting of safety risks
· Participation in office fire drill
· Knowledge and understanding of safety procedures and policies






Note: Statements included in this position description are intended to reflect in general the duties and responsibilities of this position, and are not to be treated as all inclusive. There will be changes to duties and responsibilities over time.

Signed:							Date:

Manager: ………………………………………………………………………………………………..	…………………………………………………

Administration Finance Support Worker: …………………………………………………	………………………………………………….
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