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	Position title
	Finance Officer

	Division
	Finance

	Classification
	5.1

	Prepared by
	Richard Chadderton

	Date
	01/08/2024

	Staff reporting to position
	0


Position Summary
Tangentyere Council Aboriginal Corporation (TCAC) is a community controlled Public Benevolent Institution delivering human services and social enterprise activities for the benefit of Aboriginal people from the Alice Springs Town Camps, urban Alice Springs, and Central Australia.
The finance officer works as part of a team of finance officers that is responsible to the Finance Manager and Chief Finance Officer. The team of finance officers works together to prepare purchase orders, pay suppliers, book travel, bill clients, handle cash for sitting fees/petty cash/prepaid cards and process weekly payroll.
The finance officers may be asked to process transactions for Tangentyere Council and any of its related enterprises.
As part of your role, you will be working with children, people with a disability and people who are vulnerable. It is your obligation to always ensure their safety and report any concerns in line with our duty of care obligations. We have zero tolerance when it comes to abuse of any kind and will take disciplinary action, including and up to termination of employment, should we determine that abuse has taken place or there has been a failure to report any suspected or alleged abuse. 
Responsibilities
Maintain complete and accurate records for accounts payable and accounts receivable systems to ensure compliance with company policies and procedures. 
Administer the weekly payroll to ensure that employees are paid in an accurate and timely manner. 
Process cash and EFTPOS transactions and ensure all floats/sitting fees & prepaid cards are reconciled. 
Assist Westpac bank clients with money withdrawals and balance inquires. 
Manage finance records to satisfy audit, statutory and management requirements. 
Assist with achieving quality management objectives across the organisation.
Assist with achieving safeguarding objectives across the organisation.
Assist with achieving compliance objectives across the organisation.
Other reasonable duties as required.

Major Accountabilities
	Accountabilities
	Performance indicators

	Maintain complete and accurate records for the accounts payable and accounts receivable systems to ensure compliance with company policies and procedures.
Process purchase orders through ProSpend and ensure they are authorised by the appropriate delegation. 
Process invoices into the accounting package and pay them after ensuring they have been authorised by the appropriate delegation. 
Prepare accounts receivable invoices. 
Ensure that accounts receivable invoices are paid promptly and chase the debtor if necessary. 
Download CentrePay files, code them and enter them into the accounting package. 
Reconcile the accounts receivable and accounts payable ledgers.
	All purchase orders are correctly authorised.
All invoices are in the accounting package and have been authorised prior to payment.
All debtors are billed promptly.
Amounts > 30 days in debtors ageing reports are minimal.
All entries are in the accounting package for the bank reconciliation.
The accounts receivable and accounts payable ledgers are reconciled.

	Administer the weekly payroll to ensure that employees are paid in an accurate and timely manner.
Enter new employees in the payroll system in accordance with paperwork received from HR.
Enter deductions into employee’s data files e.g. salary sacrifice, staff savings, child support.
Process time sheets in accordance with the EBA including shift penalties, over time, meal allowances and sleep over allowances.
Process time sheet information into the Employment Hero payroll system accurately. 
Ensure that all payroll related payments are made in line with statutory requirements e.g. superannuation, PAYG, child support. 
Reconcile all payroll related accounts.
	New employees receive their first pay promptly.
Employees do not complain about inaccurate deductions.
Minimal errors in calculation of time sheets found during checking process.
Minimal data entry errors found during the checking process.
Tangentyere does not receive warning notices or fines due to late payment.
All payroll accounts are reconciled promptly.

	Process cash and EFTPOS transactions and ensure all floats/sitting fees and prepaid card are reconciled.
Make sure all cash transactions, including petty cash, sitting fees and floats, are authorised by the Finance Manager or CFO prior to the cash being distributed.
Keep a record of the location of the EFTPOS machines.
Reconcile the money received through the EFTPOS machine to the bank account and ensure it is allocated to the correct program.
Reconcile and top up all cash floats as required.
Relieve for the Westpac teller, if authorised to do so with Westpac.
	All cash transactions are authorised prior to the cash being distributed.
All EFTPOS machines can be easily located.
Program co-ordinators do not complain about missing income.
Cash floats can be reconciled at random times and do not run out.
Serves on bank when required.

	Assist Westpac bank clients with money withdrawals and balance inquires.  
Be trained in the Westpac Banking system so that you are able to use their systems to help Westpac banking clients.
Maintain all Westpac manuals and ensure training requirements are up to date.
Serve Westpac clients with withdrawal and bank balance inquires.
	Westpac training records are up-to-date and compliant.
Day-to-day transactions within the bank reconcile at the end of the day. 
Westpac management does not comment about staff not completing training.


	Manage finance records to satisfy audit, statutory and management requirements.
Scan all records and label as per the standard format.
Liaise with the auditor with regard to locating supporting documentation during the annual audit.
	Records can be easily located when required.
The auditor receives documentation promptly and can complete the audit in a timely manner.

	1. Assist with achieving quality management objectives across the organisation.
Commitment to the Tangentyere Council Quality Management Objectives.
	1. All work-related actions and behaviours are aligned with the organisations mission and values.
1. Actively participate in and promote a continuous improvement culture across the organisation.
1. Understand and comply with organisation policies and procedures.
1. Maintain organisation and client records in accordance with legislative and organisational policy requirements.
1. Ensure all decisions made in the course of your duties are transparent and align with organisational policy and procedures.
1. Assist clients to provide feedback when required. 
1. Contribute to QMS area audits as required in a timely manner.
1. Contribute to implementing change when identified through the QMS as required.
Provide feedback on the QMS as required.

	Assist with achieving safeguarding objectives across the organisation.
	Report any concerns or suspicions of abuse of children, people with a disability or vulnerable peoples in line with duty of care and mandatory reporting obligations.

	Assist with achieving compliance objectives across the organisation.
	1. Maintain own records and manage Employment Hero compliance for staff, where applicable.
1. Maintain current certifications (Driver’s Licence, Working with Children (Ochre Card), Police Check, and where relevant, RN Registration, White Card and First Aid Certificate etc.) and upload evidence in Employment Hero.
1. Complete probation reviews (6, 12 and 22 weeks) within the approved timeframe.
Read and acknowledge all relevant policies in Employment Hero.

	Other reasonable duties as required.
	Additional tasks that may arise from time to time are completed within the required timeframe and to a suitable standard.


Relationships
Internal
	Office of the Chief Executive
	Chief Financial Officer

	Finance Manager
	Finance Officer

	Human Resources
	Information Technology

	Work Health & Safety
	Motor Vehicles

	Community Centres Division
	Youth & Community Safety Services Division

	Family Safety & Social Services Division
	Central Australian Youth Link Up Service

	Tangentyere Employment Services
	Tangentyere Constructions

	Tangentyere Designs
	


External
	Westpac
	Centrelink

	Funding Bodies and Agencies
	NGOs

	Town Campers
	Cash Customers


Competencies
Tangentyere core competencies
Commitment
Teamwork
Communication
WHS
Cultural Awareness


Qualifications and Selection Criteria
Required
Extensive and proven experience in bookkeeping or bank teller experience.
A thorough knowledge of record keeping within a large organisation relevant to the position.
Proven experience in working with Indigenous people.
Proven experience in the use and maintenance of computer programs relevant to the position.
Proven experience in all facets of maintaining accurate EFTPOS and Cash handling records.
Current NT Drivers Licence, NT Working with Children (Ochre) Card, satisfactory Police Check, and proof of full (3) vaccination against COVID-19.
Desired
Experience with Reckon, KeyPay and Banking software.
An understanding of Aboriginal culture as well as a broad range of contemporary issues affecting Central Australian Aboriginal people.
Experience working within an indigenous organisation.
Current First Aid Certificate, or ability and willingness to attain.
Verification
This section verifies that the position holder and the manager have read the attached position description and are satisfied that it accurately describes the position.
Position holder
	Name
	

	Date effective
	

	Signature
	


Manager
	Name
	

	Date effective
	

	Signature
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