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Position Description
Bookkeeper/Accountant
Classification:			Contracted Role 
Key Working Relationships:	Centre Manager
Works closely with: Treasurer, Management Committee, external Auditor, salary packaging providers and other relevant external stakeholders.

Hours:			Fortnightly on scheduled pay week
Start time:  8.30 am
Increase in hours may be necessary at end of financial year and when introducing new systems

Organisation
The Botany Family & Children’s Centre (BFCC) is a not-for-profit Family Support Service that has been working with the Randwick and Bayside communities for the past 46 years.
BFCC provides a comprehensive range of services, including counselling, casework, case management, advocacy, referrals, evidence-informed parenting programs, individual parenting consultations and coaching, and supported playgroups.
We are committed to strengthening families and enhancing child wellbeing through earlier intervention and holistic support. BFCC actively engages in community development initiatives and collaborative partnership projects, working alongside local stakeholders to achieve sustainable and positive outcomes for children and families.
Mission Statement
[bookmark: _Hlk203042132]Our Mission: To achieve our Vision, we work with our community and partners to provide evidence informed early intervention and advocacy services that promote the safety and wellbeing of children and families.
Our Vision: To provide a service that is accessible and inclusive of families from diverse backgrounds, to enhance their connectedness to their community and each other.
Our Values:  Our core values underpin and inspire the day to day behaviours of everyone who works at BFCC and include:
Purpose  
Essential Criteria
· Tertiary qualification in Accounting, Bookkeeping and relevant demonstrated experience.
· Previous experience in a similar accounting or bookkeeping role, with a strong understanding of accounting principles, procedures and practices.
· Demonstrated experience with Xero, Microsoft Excel and Microsoft 365.
· Strong understanding of Australian Taxation Office (ATO) requirements, compliance obligations and reporting timeframes.
· Demonstrated experience managing payroll processes, including Award interpretation, employee entitlements and accruals.
· Experience processing salary packaging in accordance with applicable community sector requirements.
· Demonstrated ability to process approved payments through the CommBiz banking system.
· Strong financial and numerical accuracy, with exceptional attention to detail.
· Highly organised and process-oriented, with the ability to manage competing priorities and meet strict deadlines.
· Excellent written and verbal communication skills.
· Ability to work independently while also contributing effectively as part of a team.
· High level of integrity, discretion and confidentiality when dealing with sensitive financial and employee information.
· Proactive approach to identifying issues, managing financial risks and improving processes.
· Current Working with Children Check
· National Police Check
· ASIC Clearance
Desirable Criteria
· Previous experience working within a not-for-profit or community services organisation.
· Experience with government-funded programs and funding acquittals, particularly Department of Communities and Justice (DCJ) requirements.
· Understanding of the Australian Charities and Not-for-profits Commission (ACNC) reporting requirements.
Key Responsibilities
1. Financial Accounting and Bookkeeping
· Maintain accurate and up to date financial records and accounting systems.
· Provide accurate and timely bookkeeping and accounting services across the organisation.
· Maintain the accuracy and integrity of financial systems, accounts, reconciliations, accruals and supporting documentation.
· Ensure financial transactions are appropriately recorded, authorised and processed in accordance with organisational policies and accounting requirements.
· Maintain systematic financial filing and document management systems, including appropriate electronic backup and retention of financial records.
· Maintain the fixed asset register and asset depreciation schedule.
· Contribute to the continuous improvement of financial procedures, accounting processes, policies and internal controls.



   2. Financial Reporting and Analysis
· Prepare accurate monthly internal financial reports within agreed reporting timeframes.
· Monitor financial performance against approved budgets and identify significant variances or emerging financial risks.
· Provide the Centre Manager and Treasurer with timely and relevant financial information to support effective decision making.
· Prepare and present financial information including:
· Profit and Loss Statements.
· Balance Sheet reports.
· Cash Flow Statements.
· Cash position reports.
· Budget to actual analysis.
· Forecasts and financial projections.

· Immediately advise the Centre Manager and Treasurer of any significant financial risks, discrepancies, cash flow concerns or other matters requiring attention.
· Provide financial analysis and information as required to support operational and strategic planning.
3. Cash Flow, Banking and Payments
· Monitor the organisation’s cash flow to ensure sufficient funds are available to meet financial obligations, including wages, employee entitlements, rent, suppliers and other commitments.
· Prepare and process approved creditor payments, including regular rent and supplier payments.
· Process debtor invoicing and monitor outstanding accounts.
· Reconcile bank accounts and financial transactions in a timely manner.
· Monitor available funds and, in consultation with the Centre Manager and Treasurer, recommend appropriate placement of surplus funds into interest bearing accounts where appropriate.
· Process authorised payments through the CommBiz banking system in accordance with organisational approval processes.
4. Payroll and Salary Packaging
· Manage the end to end fortnightly payroll process through Xero, ensuring payroll is accurate, timely and compliant with applicable legislation, Awards and organisational requirements.
· Ensure employee pay rates, classifications, allowances, overtime, leave accruals and other entitlements are accurately maintained and processed.
· Process and administer employee salary packaging arrangements (Paywise) in accordance with applicable community sector guidelines and organisational requirements.
· Ensure salary packaging deductions/payments are accurately reflected in payroll and financial records. 
· Liaise with relevant salary packaging providers and other external parties as required.
· Maintain accurate payroll records and supporting documentation.
· Ensure payroll related statutory obligations, payments and reporting are completed within required legislative timeframes.
· Maintain confidentiality and security of all employee payroll and remuneration information.
5. Statutory and Regulatory Compliance
· Prepare and lodge Business Activity Statements (BAS) accurately and within ATO prescribed timeframes.
· Manage GST reporting and reconciliation requirements.
· Prepare and process PAYG withholding obligations and associated reporting.
· Ensure superannuation obligations are accurately calculated, processed and paid within required timeframes.
· Prepare and coordinate Payroll Tax requirements where applicable.
· Prepare and coordinate Fringe Benefits Tax (FBT) requirements and associated reporting.
· Maintain appropriate records to support all statutory and regulatory reporting.
· Monitor changes to relevant taxation, payroll and accounting requirements and advise the Centre Manager and Treasurer of matters requiring consideration.
6. Long Service Leave and Employee Entitlements
· Maintain accurate records relating to employee leave and entitlements.
· Ensure relevant employee information and payments are reported to the Long Service Leave Corporation within required timeframes.
· Ensure payroll and employee entitlement records are reconciled and maintained accurately.
7. Budgeting and Financial Planning
· Work collaboratively with the Centre Manager and Treasurer to prepare the organisation’s Annual Budget for presentation to the Management Committee.  Completed draft budget due April annually.
· Assist with ongoing monitoring of the approved budget and provide regular budget to actual reporting.
· Prepare revised financial projections and budget forecasts, as required.
· Prepare detailed financial budget breakdowns and costings to support funding applications and grant submissions, as requested by Manager.
· Provide detailed and accurate financial acquittals for grant funding and expenditure at the conclusion of each grant cycle.
8. Government Funding and Accountability
· Work in conjunction with the Centre Manager to complete the annual Department of Communities and Justice (DCJ) financial accountability submission due by end of October each year.
· Ensure funding expenditure is accurately recorded, appropriately allocated and supported by relevant financial documentation.
· Provide financial reports, budget information, expenditure analysis and other documentation required for funding applications, acquittals and accountability processes.
· Identify and communicate any financial issues that may affect compliance with funding agreements.

9. Audit and Annual Financial Requirements
· Prepare financial records, reconciliations, schedules and supporting documentation required for the organisation’s annual external audit.
· Coordinate the provision of requested financial documentation to the external Auditor.
· Liaise with the Auditor as required during the annual audit process.
· Assist the Centre Manager and Treasurer with responding to audit queries and implementing agreed recommendations.
· Ensure financial records are complete, accurate and appropriately maintained to facilitate an efficient annual audit process.
10. ACNC and Governance Reporting
· Assist with the preparation of financial information and documentation required for annual ACNC reporting.
· Provide financial reports and supporting documentation required by the Management Committee, Treasurer, Auditor, funding bodies and regulatory authorities.
· Ensure financial reporting supports the organisation’s governance and accountability obligations.
11.  General Responsibilities
· Maintain a high standard of accuracy, professionalism and confidentiality at all times.
· Ensure financial information is handled securely and in accordance with organisational privacy and confidentiality requirements.
· Maintain effective working relationships with the Centre Manager, Treasurer, Management Committee, employees and external Auditor.
· Identify opportunities to improve financial systems, processes and internal controls.
· Undertake other finance and accounting duties reasonably required within the scope of the position.
· Contribute positively to the organisation’s values, objectives and commitment to the community it serves.
·    Comply with BFCC Code of Conduct and BFCC Confidentiality Agreement
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