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Position Description 
Position Title:  Head of Finance & Operations 

Time Commitment:  Permanent, Part time (0.7 FTE) 

Award and Classification  3.1-4.3 SCHADS (Social, Community, Home Care and Disability 
Services Industry Award) 

Location:  Level 3, 33 Lincoln Square South, Carlton VIC 

ABOUT THE ORGANISATION 

WHO ARE WE?     
Oaktree is Australia’s largest youth-led International Development agency with over 250,000 
supporters across the country. We are young people leading, creating and demanding a more 
just world. We invest in young people to build their capacity, and influence to create a more 
just world.  
  
OUR VISION   
A world where all people have the opportunity to thrive.  

Injustice and poverty exists when people are unable to access opportunities to thrive. When 
our capabilities, rights and potential are not realised.  We envision a world where all people 
have the opportunity to thrive, regardless of their economic, social or political circumstances.  

OUR MISSION 
Young people leading, demanding and creating a more just world.  
We invest in young people to build their capacity, and influence to create a more just world. 

VALUES 
Human rights  
We believe that every human being has rights and that these rights are inalienable, universal, 
indivisible and interdependent. We seek to always respect human rights and actively promote 
the furthering of these rights.  
 
Long term solutions  
We strive for long-term solutions to creating a  more just world. We tackle the systemic 
barriers that stand in the way of global equality and recognise the lasting power of young 
people in creating change. 
 
Impact 
We strive to maximise our impact. We learn from both our wins and our failures and use data 
and evidence to guide our work and decisions. We seek to innovate.  
 
Integrity 
We are committed to acting with integrity. We maintain independence from influences that 
stand in the way of achieving our mission and living out our beliefs.  
 
Humility 
We act humbly and seek to promote a more just world. We strive to learn from our partners 
and always convey the complexity of the issue through our work and communications.  
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Diversity 
We build a movement that is diverse and inclusive. We work to reduce barriers that stand in the 
way of meaningful engagement.  
  
OUR GOALS 2018-2021 

1. GOAL #1 Ensure organisational financially sustainability 
2. GOAL #2 Build the capacity and influence of diverse young people 
3. GOAL #3 Advance systemic change towards youth participation for ending poverty and 

a more just world 
  
Please note, due to Oaktree being a youth-run organisation with an age limit of 16-26, all people 
applying for Executive positions must be aged under 25 at the time of their application as we 
require a 2 year commitment for all Executive positions.  
 
We are committed to building a workplace and community that encourages, supports and values 
diversity. We want to ensure everyone's individuality can thrive, because you’re at your best when 
you can be yourself. To find out how we could support you, check out oaktree.org/diversity  
  

POSITION SUMMARY AND PURPOSE 

As a youth run not-for-profit, Oaktree consists of passionate individuals who are eager to create 
a more just world. As with any other organisation, structures and systems need  
to be in place in the background to enable these impact activities. Without this foundation, 
Oaktree’s impact won’t be as effective or efficient.   
 
As the Head of Finance and Operations, you will be a part of the Executive Team, reporting 
directly to the CEO and feeding into two sub-committees (Finance and Risk & Compliance). You 
will be responsible for ensuring that appropriate financial, risk and legal systems are in place 
and being adhered to as well as contributing to organisational strategy, vision and 
decision-making.  

KEY RELATIONSHIPS  

Reports to:    CEO 

Direct reports:  Director of Finance, Director of Legal 

Internal:  Oaktree Executive Team, Oaktree Finance Sub-Committee, Oaktree Risk 
and Compliance Committee and Oaktree Board 

External:  ACFID, Auditors and various external service provider (Financial Statement 
preparer’s, Investment fund managers,  
 

KEY RESPONSIBILITIES 
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1.  Finance Function 

Financial Accounting  

1. Reviewing/approving payroll (fortnightly)  
2. Reviewing/approving payments (weekly)  
3. Approve invoices and manage receipt functions 
4. Assist/manage/train team to complete reconciliations and ensure financial system is 

maintained in accordance with AASB standards  
5. Assist with international payments  including; analysis of exchange rates, entering into 

forward contracts and working with Crestone to manage cash flow 
 

Financial Compliance  

1. Review and approve IAS 
2. Prepare, review and lodge the BAS 
3. General compliance (fundraising licenses, Allianz WorkCover insurance, AEC, ACNC, 

ACFID, PayPal  

 

Audit and Financial Statement Preparation  

1. Complete year-end adjustment entries  
2. Coordinate with Deloitte, Finance Sub-Committee, Board and auditors to prepare 

Financial Statements  
3. Preparing some financial notes  
4. Work with auditors to complete audit  
5. Provide client source documents 

 

Risk Management 

1. Maintain financial controls  
2. Train the finance team, executive team and organisation on financial fraud and control 

procedures. 
3. Work to improve financial control systems 

 

Management Accounting  

1. Manage/assist/train the team to prepare the monthly Financial Dashboard and 
forecast  

2. Present the Financial Dashboard to CEO, FSC, Board (attend board meetings to do so) 
3. Prepare and present annual budget and major budget reforecast  

 

Investment Management  

1. Hold Crestone accountable to ensure they are delivering capital returns, maintaining 
risk levels and abiding by investment directives  

2. Liaise with Crestone for Future Fund (FF) withdrawals  
3. Financial reporting of FF 
4. Calculate ancillary expenditures and match withdrawals to actual ancillary expenditure 
5. Exploring initiatives to improve impact created by investment decisions 

  

2. Legal, Risk and Compliance Function 

1. Develope, implement, review, and amend organisational policies to ensure Oaktree has 
an up to data governance framework to minimise organisational risk 

2. Review and sign off on contracts for the Oaktree Foundation, including assessing 
possible organisational risks of the contract 

3. Monitoring and adhering to legal and regulatory requirements for Oaktree and putting 

 



LEADING, CREATING, DEMANDING A MORE JUST WORLD 
 

33 Lincoln Square, Carlton ABN 39129680584  
T +61 3 8373 2500 E iwda@iwda.org.au 

www.oaktree.org 
 

processes in place to ensure compliance. Including all ACFID, ACNC and State 
Fundraising body compliance requirements 

4. Overseeing organisational risk management, ensuring relevant processes are followed 
and escalated as necessary and managing and reviewing risk assessments for 
organisational activities and events 

 

3. Contribute to organisational strategy 

1. Develop strategy for the finance and legal team to achieve organisational goals 
2. Work with the executive team to develop internal organisational strategy and vision 
3. Help build a positive work culture within the organisation and individual teams 
4. Assist in whole organisational activities  

SELECTION CRITERIA  

Technical Experience  Behavioural Competencies 

Essential 
1. Completed a Bachelor Degree in Commerce, 

Accounting/similar major or have equivalent 
work experience 

2. Demonstrated experience in a finance role or 
in a similar field 

3.  Excellent communication skills, including the 
ability to simplify technical financial 
information to a range of audiences 

4. Well-developed leadership and relationship 
management skills with the ability to manage a 
large team of volunteers 

5. Advanced computer skills: MS Office suite - 
particularly excel and comfort with accounting 
software - Xero preferred 

Desirable 
6.     Studying or have completed CA or CPA 

program advantageous 
7.    Technical knowledge related to Not for Profit 

tax regulations (GST, PAYG, FBT) 

Behavioural traits 
● Values diversity 
● Passionate about 

empowering young people 
● Integrity 
● Leadership and 

empowerment 
● Managing work, quality  
● judgement & decision making 
● Attention to detail 
● Takes initiative to improve 

processes 
 

GENERAL CONDITIONS 

All Oaktree staffs are required to: 
● Support and demonstrate Oaktree’s Values and Behaviours 
● At all times, act in  accordance with Oaktree’s Code of Conduct and all Organisational 

Policies  
● Hold a valid Working with Children’s Check at all times 
● Willing to undertake a national police check 

  
  

 


