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Position Description
Finance Officer
Wavlink Neighbourhood House and Disability Support Provider
	Reports to
	Manager. Liaises with the Board Treasurer.

	Employment type
	Part time (15 hours per week) or as negotiated

	Classification
	NHACE Agreement 2024, Schedule 3B, Level 4.2

	Location
	36 Myrtle Street, Glen Waverley VIC 3150, with some work from home possible by arrangement

	Risk-assessed role
	Yes. NDIS Worker Screening clearance required prior to commencement.

	Review date
	Annual



About Wavlink
Wavlink Inc. is a not-for-profit, NDIS-registered provider and Neighbourhood House based in Glen Waverley. We deliver inclusive, creative and person-centred programs for adults with disability and other support needs, in accordance with the NDIS Practice Standards and Quality and Safeguarding Framework, DFFH Neighbourhood House Coordination Program guidelines, and the values of the Neighbourhood Houses Victoria network.

Our programs include ceramics, cooking, textiles, mosaics, community gardening, social skills and wellbeing groups. We operate under our 2025 to 2029 Strategic Plan with a focus on service satisfaction, sustainable growth, community engagement and education.

Position Purpose
The Finance Officer is responsible for the financial operations of Wavlink, including payroll, accounts payable and receivable, NDIS claiming, statutory compliance and financial reporting. The role supports the Manager and Board to maintain accurate, current financial records, meet all funder reporting obligations and ensure Wavlink's financial management reflects best practice in the not-for-profit and NDIS-registered provider sector.

Key Responsibilities
1. Payroll and Employment Obligations
1. Process fortnightly payroll for all staff in compliance with the NHACE Collective Agreement 2024 and the Fair Work Act 2009
1. Ensure staff are paid correctly and that all entitlements, including annual leave, personal leave and long service leave, are accrued accurately
1. Process and remit Superannuation Guarantee contributions by statutory deadlines
1. Calculate and remit PAYG withholding to the ATO monthly
1. Manage FBT salary packaging arrangements, calculate annual FBT liability and complete annual FBT return
1. Issue payslips with each pay run; respond to pay queries in consultation with the Manager
1. Maintain leave balances in the payroll system; advise the Manager of leave liability
1. Process separation pays accurately on cessation of employment in accordance with the NHACE Agreement

2. Accounts Payable and Receivable
1. Review and process creditor invoices; verify against purchase orders and authorisations
1. Ensure payments are timely and that Wavlink's authorisation requirements are met before payment is made
1. Conduct annual review of supplier contracts to ensure best value and service
1. Raise debtor invoices for NDIS participants (plan-managed and self-managed), HACC PYP and fee-for-service participants accurately and on time
1. Work closely with the Administration Coordinator to ensure enrolment and attendance data supports prompt and accurate invoicing
1. Submit NDIS claiming via the NDIS Commission portal (or plan manager as applicable) in accordance with NDIS Pricing Arrangements and Price Limits
1. Apply short notice cancellation charges as directed by the Manager; issue invoices or claims accordingly
1. Monitor outstanding debtors and follow up as required to minimise bad debts; report status to Manager
1. Reconcile accounts payable and receivable regularly

3. Financial Reporting and Compliance
1. Prepare monthly financial reports including profit and loss, balance sheet and budget variance for the Manager and Board
1. Prepare and lodge BAS returns to the ATO on time
1. Complete annual ACNC, ATO and funder financial reporting and acquittals (DFFH, Monash City Council and others as required)
1. Identify grant opportunities and prepare grant applications and acquittals, in consultation with the Manager
1. Assist in the preparation of the annual budget in collaboration with the Manager and Board
1. Monitor program funding performance against budget and advise the Manager of variances
1. Maintain accurate financial records in MYOB or equivalent accounting system
1. Prepare financial records and support documentation for annual audit or review
1. Manage petty cash reconciliation and debit card acquittal

4. NDIS Financial Compliance
1. Ensure all NDIS invoicing and claiming complies with the NDIS Pricing Arrangements and Price Limits in force at the time
1. Maintain records of NDIS claims sufficient for audit by the NDIS Commission
1. Advise the Manager promptly of any pricing changes or claiming errors
1. Support the Manager with NDIS registration renewal financial reporting requirements

5. Administration and Record Keeping
1. Maintain a well-organised filing system for financial records, sufficient for audit and review
1. Retain financial records for a minimum of 7 years in accordance with Wavlink's Privacy and Information Management Policy
1. Assist with other administrative duties as directed by the Manager to support the smooth operation of Wavlink
1. Participate in team meetings, performance reviews and professional development as required

Key Selection Criteria
Essential
1. Tertiary qualification in accounting, finance or business administration, or demonstrated equivalent experience
1. Minimum 3 years’ experience in bookkeeping, payroll administration, accounts payable and receivable and financial reporting
1. Proficiency in MYOB or equivalent accounting software and Microsoft 365 (particularly Excel)
1. Sound understanding of payroll legislation, superannuation obligations and ATO reporting requirements
1. Experience preparing BAS returns and statutory financial reports
1. High level of accuracy and attention to detail in financial data entry and reporting
1. Excellent written and verbal communication skills; ability to explain financial information clearly to non-finance staff and Board members
1. Ability to work independently, manage competing priorities and meet deadlines

Desirable
1. Experience in a not-for-profit, community services or NDIS-registered provider setting
1. Knowledge of NDIS Pricing Arrangements and Price Limits and NDIS claiming processes
1. Experience with SupportAbility or similar client management systems
1. Experience with FBT salary packaging arrangements in the not-for-profit sector
1. Knowledge of DFFH or Neighbourhood House funding acquittal requirements
1. Understanding of the NHACE Collective Agreement 2024
1. Experience working with, or providing support to, people with disability
1. Experience preparing grant applications or acquittals

Pre-Employment Checks and Screening
The following must be current and maintained throughout employment with the first two checks required prior to commencing:
1. NDIS Worker Screening Check, inclusive of National Police Check (must be verified via the NDIS Commission Portal before commencement) 
1. Working with Children Check
1. NDIS Worker Orientation Module (certificate to be provided to Manager)
1. NDIS New Worker Induction Module (certificate to be provided to Manager)
1. Current First Aid Certificate (HLTAID011 or equivalent; renewed every 3 years)
1. Current CPR Certificate (renewed annually)
1. Infection Control Certificate

Wavlink Values and Conduct
All Wavlink staff are required to:
1. Act in accordance with the NDIS Code of Conduct at all times
1. Uphold the rights, dignity and autonomy of participants
1. Maintain confidentiality of participant and organisational information in accordance with the Privacy and Information Management Policy
1. Report incidents, safeguarding concerns and hazards promptly in accordance with Wavlink policies
1. Complete mandatory training and maintain current knowledge relevant to their role
1. Demonstrate Wavlink values of inclusion, respect, community and continuous improvement

Authorisations

	Employee

Name: ___________________________

Signature: ___________________________

Date:  ____  /  ____  /  ________
	Manager

Name: ___________________________

Signature: ___________________________

Date:  ____  /  ____  /  ________
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