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Position Description: Head of Finance and Company Secretary
Employment Type: Part-Time Employee (12 hours per week), work from home
Reports To: Chief Executive Officer (CEO)
Direct Report: Finance & HR Officer
About the Foundation
Inspired by a big heart and brain, the Robert Connor Dawes Foundation (RCD) was created in June 2013 in the memory of Robert ‘Connor’ Dawes. RCD’s mission supports paediatric brain tumour matters in the areas of world-class research; patient care support like music therapy; and development to inspire the next generation of brain cancer practitioners and researchers
Key Stakeholders
Internal
· CEO
· Board of Directors
· Finance Committee
· Senior Leadership Team:
· Head of Research
· Head of Fundraising and Partnerships 
· Marketing Manager
· Customer Experience Manager
· Events & Operations Manager
· Salesforce Manager
· Finance & HR Officer
External
· External Auditors
· Australian Taxation Office (ATO)
· Australian Charities and Not-for-profits Commission (ACNC)
· Banks and Investment Institutions
· Funraisin and other technology partners
· Donors, funding bodies and corporate partners
· Research institutions and grant recipients
Position Summary
The Head of Finance & Company Secretary is responsible for providing strategic leadership of the Foundation's finance, governance, risk, compliance and people functions, ensuring the organisation operates sustainably and in accordance with all legislative, regulatory and governance requirements.
Reporting to the CEO, the role is a trusted adviser to the CEO, Board and Finance Committee, providing strategic financial analysis, governance advice and organisational performance reporting to support informed decision-making and delivery of the Foundation's Strategic Plan.
The role also provides finance and governance support to the Foundation's related United States charitable entity, assisting with financial reporting and administrative activities, and fostering alignment with the Foundation's broader strategic and philanthropic objectives.
As Company Secretary, the role supports the Board and its Committees by coordinating governance processes, maintaining statutory records, ensuring compliance with governance obligations, and promoting contemporary governance practices.
The role also oversees the Foundation's financial operations, human resources, corporate compliance and risk management frameworks, fostering strong internal controls and continuous improvement to support the Foundation's long-term sustainability and mission.
Key Responsibilities
1. Financial Leadership and Strategy
· Develop and implement the Foundation’s financial strategy to support long-term sustainability and growth.
· Provide financial analysis and insights to support strategic planning and organisational decision-making.
· Monitor and report on organisational performance against the Strategic Plan, including financial and operational measures, and provide insights to support informed decision-making.
· Act as a trusted advisor to the CEO, Board and senior leadership team on financial matters.
2. Budgeting and Forecasting
· Lead the annual budgeting process in consultation with the CEO and department managers.
· Prepare financial forecasts, cash flow projections and scenario analyses.
· Monitor budget performance and provide variance analysis and recommendations.
· Present financial performance reports to the CEO, Finance Committee and Board.
3. Financial Operations and Controls
· Oversee all financial operations, including:
· Accounts payable and receivable
· Payroll and superannuation
· Banking and cash management
· General ledger management
· BAS and taxation reporting
· Ensure robust internal controls and financial governance practices are maintained.
· Establish and continuously improve financial policies, systems and processes.
· Apply technical accounting expertise to ensure financial integrity, compliance and best-practice financial management.
· Translate financial transactions and data into meaningful reports and dashboards that support decision-making.
4. Financial Reporting and Audit
· Prepare and present accurate and timely financial reports, including:
· Profit and Loss Statements
· Balance Sheets
· Cash Flow Statements
· Board and management reports
· Work closely with the Salesforce Manager to ensure data integrity and effective reporting.
· Oversee preparation of annual financial statements.
· Coordinate and manage the annual external audit process.
· Liaise with auditors through to completion of the audit.
· Ensure audit recommendations are considered and implemented where appropriate.
5. Grant, Funding and Contract Management
· Manage restricted and unrestricted funds in accordance with donor and grant requirements.
· Provide financial oversight of grant applications and funding proposals.
· Monitor grant expenditure and reporting obligations.
· Support the management of major donor agreements, research funding agreements and corporate partnerships in collaboration with the Research Manager and Business Development Manager.
· Ensure compliance with all funding agreements and donor requirements.
6. Risk Management and Compliance
· Identify, assess and mitigate financial and operational risks.
· Ensure compliance with all financial, taxation, charity and regulatory obligations.
· Coordinate the Foundation’s Annual Compliance Review in conjunction with the Finance & HR Officer and Board Legal Representative.
· Present compliance review outcomes to the Finance Committee, Auditor and Board.
· Support ongoing development of the Foundation’s risk management framework.
7. Company Secretariat and Governance
· Serve as Company Secretary to the Foundation. 
· Provide governance advice to the CEO, Chair and Board on governance obligations, constitutional requirements and regulatory compliance. 
· Develop and maintain the Board and Committee annual work plan and governance calendar. 
· Coordinate Board and Committee meetings, including preparation, review and timely distribution of agendas, papers and minutes. 
· Ensure Board papers are of a high quality and support effective decision-making. 
· Maintain statutory registers, governance records and corporate documentation. 
· Coordinate Board induction, ongoing governance education and director professional development. 
· Support Board succession planning and director appointment processes. 
· Ensure compliance with the ACNC, Corporations Act (where applicable), Trust Deed, Constitution and other governance obligations. 
· Coordinate annual governance activities including the AGM, Board elections or appointments, annual declarations, Board evaluations and governance reviews. 
· Monitor governance developments and advise the CEO and Board on emerging governance issues and best practice. 
· Act as the primary liaison between the Board, CEO and external governance advisers. 
8. Human Resources Oversight
· Provide strategic oversight of the Foundation’s human resources function.
· Ensure compliance with employment legislation, workplace policies and best-practice people management.
· Support the CEO in workforce planning and organisational design.
· Oversee the development, implementation and review of HR policies and procedures.
· Monitor employee-related risks, including workplace health and safety, employee relations and compliance obligations.
· Oversee payroll governance, remuneration reviews, employee benefits and superannuation compliance.
· Support recruitment activities for key positions and provide advice on employment contracts and workforce matters.
· Ensure effective onboarding and offboarding processes are maintained.
· Monitor staff engagement, retention, learning and development initiatives.
· Provide guidance and support to the Finance & HR Officer on HR administration and employment matters.
· Report workforce metrics, risks and priorities to the CEO and Board as required.
9. Leadership and Team Management
· Manage and support the Finance & HR Officer.
· Provide mentoring, coaching and professional development opportunities.
· Foster a collaborative, accountable and high-performing culture.
· Ensure the timely and accurate delivery of finance and HR operations.
10.  Additional Responsibilities
· Participate as a key member of the Finance Committee.
· Attend fortnightly staff Work in Progress (WIP) meetings.
· Support cross-functional projects and organisational initiatives as required.
· Undertake other duties as directed by the CEO that are consistent with the scope and level of the position.


Key Selection Criteria
Qualifications
· Tertiary qualification in Accounting, Finance, Business, Governance, Law or a related discipline.
· CPA, CA or equivalent accounting qualification required.
· Membership of the Governance Institute of Australia and/or Australian Institute of Company Directors (AICD) highly desirable.
Experience
· Demonstrated senior finance leadership experience, preferably within the not-for-profit or charitable sector.
· Experience providing financial advice and governance support to Boards, Finance Committees and executive leadership teams.
· Strong understanding of ACNC Governance Standards, Australian Accounting Standards and charity sector compliance requirements.
· Demonstrated experience in financial management, budgeting, forecasting, cash flow management and statutory financial reporting.
· Experience managing audits, budgeting, financial reporting and compliance.
· Experience administering or supporting research funding, donor reporting, grant management and research partnership agreements. Demonstrated experience overseeing HR functions, workforce compliance and employment-related matters.
· Experience developing and implementing financial policies, procedures and risk management frameworks.
· Demonstrated experience acting as Company Secretary or providing high-level governance support to a Board. 
· Experience coordinating Board and Committee meetings, agendas, papers and minutes. 
· Experience maintaining corporate records and statutory registers. 
· Demonstrated knowledge of contemporary governance practices and Board effectiveness.
· Experience supporting Board evaluations, governance reviews and director induction.
Technical Skills
· Advanced knowledge of accounting principles and financial management and Australian Accounting Standards.
· Strong financial modelling, forecasting and analytical skills.
· Advanced proficiency in Xero and Microsoft Excel.
· Experience with Salesforce or other CRM platforms.
· Strong understanding of financial controls, organisational risk management and compliance frameworks.
· Sound understanding of Australian employment legislation, National Employment Standards and superannuation and payroll obligations.
· Ability to develop meaningful management reports, dashboards and key performance indicators.
· Comprehensive knowledge of not-for-profit governance frameworks, Board processes and governance best practice. 
· Sound understanding of constitutions, trust deeds, delegations, Board charters and committee governance. 
· Knowledge of ACNC reporting obligations, governance standards and relevant Corporations Act requirements.
Personal Attributes
· Strategic thinker with strong commercial, financial and analytical capability. 
· Highly organised with exceptional attention to detail.High level of integrity, professionalism and discretion.
· Proactive, adaptable and solutions-focused, with a hands-on approach.
· Excellent written, verbal and interpersonal communication skills.
· Strong stakeholder engagement and relationship management skills.
· Ability to prioritise competing demands and work effectively in a part-time executive role.
· Collaborative leadership style with the ability to influence and support organisational decision-making.
· Commitment to the Foundation's mission, values and culture.
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