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Walgett Aboriginal Medical Service

Position Description – Finance Manager
	WAMS’ VISION

	The Walgett Aboriginal Medical Service Limited (WAMS) and the Brewarrina Aboriginal Medical Service (BAMS) are Aboriginal Community Controlled Health Organisations (ACCHO’s) committed to providing accessible and confidential services in Walgett, Brewarrina and surrounding communities.

Our community will enjoy improved quality of life supported by enhanced health and wellbeing.

WAMS ambition is to:

•
Strengthen partnerships with purpose

•
Deliver leading approaches to health and wellbeing to contribute to better quality of life

•
To be an employer of excellence and a great place to work



	WAMS’ VALUES

	Our values define how we work. Our values are the ‘ground rules’ to guide behaviours with our clients, staff and partners.  Being clear about how we work together and focussing on recognising and encouraging those behaviours is an important part of bringing the WAMS vision to life. We have five values that will guide our behaviours with our clients, staff and partners.

Integrity:  We are open, honest, and transparent.

Respect:  We respect each other.

Trust:  We trust each other and value each other’s skills and contributions.

Collaboration:  We collaborate with our clients, staff and community. 

Community- centred:  We put the needs of our community at the centre of our work.



	Position Title: Chief Financial Officer
	Business Unit: Corporate

	Reports To: Chief Executive Officer
	Direct Reports: Finance, Admin Team, Maintenance 



	Primary Objective:

	This position is responsible for the operational management of all financial services, administration and associated support services to ensure the achievement of the WAMS’s strategic direction. The key objectives of the role include to:

i. To ensure the sound financial performance of the organisation by supporting each business unit with financial budgets, robust management accounting and capability development;
ii. To ensure the organisations taxation and legal obligations are met in accordance with our regulatory and statutory requirements;
iii. To ensure sound decisions are made across the organisation in relation to capital and operational expenditure;

iv. To monitor and ensure continuous improvement across each business unit; 

v. To manage the delivery of administrative, finance and other business services to the organisation; and
vi. To manage external contractors who provide business services to the organisation e.g. IT contractors.

	Position Dimension & Decision-Making Authority:
	Key Communication Contacts:

	Without referral to manager –

· Routine staff management decisions

· Management of performance and employee relations

· Operational expenditure within delegation and budget

Referred to CEO –

· Capital expenditure (Asset Management)
· Strategic direction

· Budget setting


	Contact/Organisation
	Purpose/Frequency of Contact

	
	Chief Executive Officer

Senior Management Team (SMT)
	Daily – Accountable for all position deliverables

As required – provide quality service and advice 



	
	Finance team/ Maintenance Team
	Daily – Providing leadership and support on accountabilities

	
	External Agencies and stakeholders


	As required – building and maintain relationships.


	Key Accountabilities

	Key Result Area
	Major Activities
	Performance Measures:

	1. Shared Services
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	· Manage the shared services function, including but not limited to facilities management, administrative services, information technology and communication (ITC), asset management, and auditing to ensure that a high calibre of professional services is provided to support the company achieve the strategic direction.

· Identify opportunities for improvement and additional expertise required to ensure the organisation is able to achieve its strategic objectives.

· Other duties as consistent with the position where required.
	· Superior quality professional services are provided to the organisation

· Feedback from the relevant parties on services provided in a timely manner

	2. Leadership and People Management
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	· Working in consultation with the Chief Executive Officer (CEO) and Senior Management Team (SMT) to build capability and ensure effective financial management across the organisation.

· Develop and implement a three-year Indigenous succession plan for this position (if required).

· Develop and implement an Indigenous succession plan for all non-identified positions within the team if applicable. 

· Ensure that all employees are complying with relevant Work Health and Safety (WH&S) legislation and that any WHS issues are identified and resolved appropriately.

· Actively contribute to WAMS strategic plan and provide information and reporting as required.
	· HR metrics data, such as retention, unexplained absences, unspent leave are within KPI limits.

· Performance plans, learning and development plans are in place for all team members.

	3. Budgetary and Financial Management
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	· In consultation with the CEO and SMT prepare and execute the annual organisational and departmental budgets to ensure achievement of strategic objectives whilst maintaining effective cost controls.

· Manage the operational budget for the Finance department, including labour and utilities costs to ensure expenditure is controlled and monitored.

· Manage the organisation’s financial performance and support the Chief Executive Officer and managers in financial decision making ensuring financial targets are implemented and meet.

· Manage monthly, annual financial and management accounting processes to ensure the accurate and timely reporting of the company’s financial position.  

· Monitor financial delegations and financial approvals to ensure that approval limits are exercised appropriately.

· Seek and apply for relevant funding opportunities.
· Oversee financial management of funding and grants, including applications, establishing budgets, monitoring expenditure, and completing timely and accurate acquittals requirements.
· Oversee compliance with Fringe Benefits Tax, salary packaging, including service delivered by external providers.
· Oversee and complete Payroll for the organisation.
	· Achievement of budget requirements



	4. Strategic Plan and Direction
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	· Collaborate with the CEO and SMT to develop and implement the WAMS Strategic Plan.

· Develop and implement Finance Strategic Plans to ensure the achievement of the organisation’s strategic direction and goals.
	· Quality of Strategic Plans

· Achievement of Strategic Objectives



	5. Compliance
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	· Comply with all relevant legislation and regulatory standards.
· Ensure compliance with applicable employment legislation, employment contracts, and applicable modern awards together with relevant accounting standards, taxation, superannuation, payroll and long service leave requirements.
· Ensure compliance with all organisational policies and procedure and legislative requirements. 

· Ensure compliance with Work Health and Safety (WH&S) policies and procedures
· Compliance with and understanding of Equal Employment Opportunity (EEO) legislation
· Ensure client and community confidentiality is maintained.

	· Nil compliance issues.

	6. Reports and Statistics
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	· Provide management, statistical and other reports to meet organisational, stakeholder and statutory requirements including analysis, reporting of results and supporting recommendations.

	· Accuracy and timeliness of qualitative reports

· Accuracy and timeliness of statistical reports

	7. Systems, Policy and Procedure Development

[image: image7.png]



	· Develop Business Services policies and procedures to ensure that the functions are demonstrating consistent practices nationally and is in line with strategic objectives.

· Comply with and promote EEO across the organisation.


	· Development of systems to provide consistent and high standards of compliance with policies and best practice




	Performance Review and Development

	An interim mid-point 3-month probation check in will be completed. 

A performance review and development plan will be carried out six months post appointment and thereafter at least once a year. The position description will form the basis for the review. If performance does not meet expectations or additional staff development / guidance is required, a Work Improvement Plan will be undertaken in consultation with the employee.

This document provides a summary of the role and duties of the position and forms the basis for periodic review of business area and individual performance. As an occupant of this position, I have noted and agree to perform the duties indicated and observe all requirements of the WAMs Policies and Procedures.




	Key Challenges:
	Key Selection Criteria

	· Development and implementation of budgetary and associated reporting

· Managing the delivery of shared services to the organisation.

· Understand the legislative and funding operating environment


	Qualifications & Experience –

Essential

· Minimum Diploma of Accounting or working towards attaining completion within 18-36 months, or above. 
· Extensive, more than 8 years working experience in managing or working in finance in a medium to large multi-faceted organisation in finance, health and/or aged care sector.

· More than 5 years’ experience in relevant roles in accounting/finance department

· Knowledge of relevant legislation and other statutory requirements.

· Sound experience in applying for and managing government funding

· Proficient user of major accounting software

· Proficient user of Excel 

· High level of computer literacy; sound working knowledge of Microsoft Office software

· Demonstrated ability to engage & work effectively with Aboriginal people and communities.

· Demonstrated ability to lead and develop a team

· High level interpersonal and written communication skills.

· Analysis and problems solving skills.

· Ability to build relationships with all levels of the organisation.

· Must hold and maintain all relevant security clearances including the National Police Check, NDIS Clearance and NSW Working with Children Check (WWCC)

· Current Drivers Licence, minimum Class “C 

· First Aid Certificate, or willingness to attain prior commencement 

· Provide evidence to support immunisation against infectious diseases.
Desirable

· Tertiary qualification in Business, Management, Commerce, Accounting or related discipline 

· Oversight of procurement and contract supervision 




I confirm that I have read this Position Description, associated Appendix (where relevant), acknowledge and understand my roles and responsibilities. In accordance with WWCC, National Police Checks I will make full disclosure of any driving, criminal or civil offence which I incur whilst employed. If I have any questions, I acknowledge that I can approach the Chief Operations Manager for clarification.
…………………………………………..

……./……./…….

Employee Signature



Date
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