PCA Families – Position Description
POSITION DESCRIPTION: FINANCE MANAGER



	Position Title
	Finance Manager

	Reports to

	Chief Executive Officer (CEO)

	Direct Reports
	Accounts Payable Officer (Flexible Funding Program); other finance/payroll staff as the function grows

	Employment Type
	Part-time (22.5 hours per week)
SCHADS Award Level: dependent on skills and experience 
Salary packaging

	Location
	Suite 6, Level 1, 69 – 71 Rosstown Road Carnegie VIC, 3163


Organisation Purpose
PCA Families is a values-driven not-for-profit organisation committed to supporting and advocating for children, young people and families. We work in partnership with permanent carers, kinship carers and adoptive families to amplify the voice of lived experience, strengthen representation and advocate for positive change.
Guided by a clear purpose and strategic plan, PCA Families is focused on creating meaningful and lasting positive impact for the people and communities we serve.
We empower families to provide stable culturally relevant permanent homes for children and young people who cannot live with their birth families. Children and young people are central to our work.
Organisation Vision
· To provide the support families need regardless of order at any time in their journey.
· To develop an informed, skilled workforce that is informed by lived experience.
· To partner for research to evidence our advocacy and innovation.
· To effectively champion sector changes that ensure timely assessments of parents/carers offering permanency and stability.
Position Purpose
The Finance Manager is PCA Families' senior finance leader, holding a strategic level of responsibility for the organisation's overall financial health, governance and sustainability. The role partners directly with the CEO to shape financial strategy, and carry out the day-to-day financial management, compliance and reporting functions.
Key Responsibilities
1. Strategic Financial Leadership
1. Partner with the CEO to develop, implement and monitor PCA Families' financial strategy, ensuring alignment with organisational goals and long-term sustainability.
1. Provide strategic financial advice and analysis to the CEO to support key organisational decisions.
1. Lead the annual budgeting process and multi-year financial forecasting, including scenario and sensitivity planning across all programs and funding streams.
1. Identify, monitor and manage financial and operational risk, maintaining a robust internal controls and delegation’s framework.
1. Lead financial modelling, costing and due diligence for new grant applications, funding opportunities, partnerships or service expansions.
1. Oversee cash flow and treasury management, including management of funds in interest-generating accounts to maximise returns while protecting liquidity.
1. Drive continuous improvement of financial systems, technology and processes (Xero, Approval Max, CRM integrations) to improve efficiency, accuracy and reporting quality.
1. Act as the primary point of contact for external auditors, banks, funding bodies and regulators, representing PCA Families' financial position and practices.
1. Build financial capability across the organisation through training, policy development and business partnering.
2. General Accounting and Compliance
1. Manage bank accounts, including payments, reconciliations, statement filing and user access management.
1. Oversee Accounts Receivable and revenue, ensuring the organisation receives funding in line with contracts and following up grant/funding authorities as required; issue timely customer invoices and respond to queries; manage debtor follow-up.
1. Oversee Accounts Payable, including processing of purchase invoices, administration of the Approval Max approval platform, vendor communication and issue resolution, and processing of payments.
1. Ensure PCA Families meets its tax obligations, including preparing, lodging and paying quarterly BAS, monthly IAS, quarterly Portable Long Service Leave levies, and preparing and reconciling Fringe Benefits to ensure the organisation remains within the allowed threshold.
1. Prepare fortnightly payroll for all employees, key variance report, superannuation reconciliation, lodgement and payment, Single Touch Payroll reconciliation and filing (including annual STP finalisation), and support employee onboarding/offboarding.
3. Financial Management
1. Take overall responsibility for the financial management of the Flexible Funding (FF) Program, ensuring its smooth operation and financial well-being.
1. Manage FF income from the Department of Families, Fairness and Housing (DFFH), following up with stakeholders as required, allocating grant funds in line with budget, and managing cash in interest-generating accounts.
1. Supervise the Accounts Payable Officer to ensure timely, accurate processing and payment of invoices, and provide coverage in their absence to ensure payments are completed daily.
1. Reconcile between the CRM and Xero, and establish and maintain processes for the vendor and carer list in Xero, performing due diligence to safeguard PCA Families against fraud and scams.
1. Develop and implement processes for sending remittance advice to vendors and carers in line with Program requirements, and resolve issues raised by vendors, carers or the relevant team.
4. Reporting and Governance
1. Prepare the monthly reporting package, including CEO report, program performance and HR reports.
1. Prepare budget, forecast and performance reports, including budget and forecast variance analysis, and assist with preparation of Board reports.
1. Develop and deliver weekly, monthly, quarterly and annual Flexible Funding Program spending and budget reports and oversee all GST reporting and filing for the FF program.
1. Assist with PCA Families' annual audit and with ACNC and SAC annual lodgements.
1. Assist with preparation of Financial Statements, including project management to meet timelines, liaising with the auditor to provide data, and maintaining file notes.
5. Staff Leadership and Management
1. Provide guidance, direction and day-to-day management to the Accounts Payable Officer and any related finance positions.
1. Recruit, train, and set performance goals for finance staff, conducting evaluations in line with PCA Families' HR policies.
1. Facilitate communication between finance staff and the services team, resolve conflicts, and monitor work schedules and attendance.
1. Provide ongoing training and development opportunities and ensure staff comply with PCA Families' policies and procedures.
6. Ad Hoc and Advisory
1. Provide financial consultation on grant proposals, employment contracts and other projects as required.
1. Undertake expense and revenue analysis on an ad hoc basis.
1. Provide staff support as required in relation to payroll and payments.
Organisational Responsibilities
· Maintain confidentiality and information security in line with PCA Families' obligations under the Privacy Act 1988 and the Health Records Act 2001 (Vic).
· Develop and implement an Individual Workplan.
· Provide information and data required for organisational and program reporting.
· Contribute to PCA Families' Strategic and Operational Plans.
· Undertake delegated portfolio responsibilities and organisational projects.
· Support other PCA Families programs when required.
· Participate in professional development activities as requested.
Work Health and Safety
The Finance Manager:
· take reasonable care for their own health and safety and that of others.
· Comply with PCA Families' WHS policies, procedures and reasonable directions.
· Report hazards, incidents and psychosocial risks appropriately.
· Participate in relevant WHS training and risk-management processes.
· Undertake other reasonable duties as required.
Provide relief coverage for periods on annual leave and other leave within the Helpline team. The leave will be preplanned a minimum of 4 weeks in advance, or otherwise on a request basis.
Selection Criteria
Qualifications and Experience
1. CA or CPA qualification (essential); an MBA or further postgraduate qualification is desirable.
1. Finance leadership experience, including experience operating at CFO or Finance Manager level.
1. Demonstrated experience in the not-for-profit or community services sector, including managing government grant funding and acquittal processes (highly desirable).
1. Proven experience partnering with a CEO on financial strategy, risk and governance.
1. Strong working knowledge of Xero, Approval Max and payroll/Single Touch Payroll systems.
1. Demonstrated experience managing statutory compliance obligations, including BAS, IAS, FBT, payroll tax, Portable Long Service Leave and ACNC/SAC reporting.
1. Demonstrated people leadership and staff management experience.
Skills and Attributes
1. High-level strategic, analytical and problem-solving skills, with the ability to translate financial data into practical advice.
1. Excellent written and verbal communication skills, with the ability to engage confidently with a Board, auditors, funders and vendors.
1. High personal integrity and sound judgement, particularly in relation to fraud prevention and safeguarding of carer and vendor funds.
1. A collaborative, values-driven approach consistent with PCA Families' mission of supporting families.
1. Current Working with Children Check and National Police Check (or willingness to obtain), given the nature of the Flexible Funding Program.
Key Relationships
Internal
1. Chief Executive Officer 
1. Finance/Risk Committee, where applicable)
1. Program Manager and the Flexible Funding team
1. Accounts Payable Officer 
External
1. External auditors
1. Department of Families, Fairness and Housing (DFFH)
1. Australian Charities and Not-for-profits Commission (ACNC) and relevant State/Territory regulators
1. Banks, vendors and carers
All Staff
·  Deep commitment to the organisation’s purpose and values.
·  Current Working with Children’s Check and National Police Check.
·  Support the CEO in the implementation of the PCA Families Strategic and Operational Plans as required.
·  Flexibility to support occasional out-of-hours work.
·  Adhere to all PCA Families policies and procedure and code of conduct.
·  Support other areas in the organisation when required.
Lived Experience
We encourage applicants with lived experience to apply.
Approvals and Revision
This position description is effective from the date of approval. The PD will be reviewed annually or on needs basis. The CEO is responsible for maintaining and updating this position description.
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Key Performance Indicators (6 and 12 Months)	
The KPIs below give the Finance Manager and CEO a shared basis for reviewing progress at the 6- and 12-month marks, moving from establishing sound operational foundations in the first six months to demonstrating strategic, FM-level impact by month twelve. Specific numeric thresholds (for example, exact turnaround-day targets, an interest-income uplift percentage, or a budget variance tolerance) will be set once current baselines are known and reviewed annually.

	KPI Area
	6-Month Target
	12-Month Target

	Statutory Compliance
	All BAS, IAS, FBT and STP obligations lodged and paid on time with zero penalties in every cycle to date.
	Zero late lodgements across a full 12-month cycle, including annual STP finalisation and Portable Long Service Leave reporting.

	Payroll and Superannuation
	Fortnightly payroll and superannuation processed accurately and on time for every pay cycle.
	12 consecutive months of error-free, on-time payroll and superannuation; STP annual reconciliation completed with no amendments.

	Program Operations
	Grant funding processes quarterly with FF payments processed daily with no missed cycles; a documented vendor/carer due-diligence process is implemented.
	A full year of grant payments processed within agreed turnaround times with no fraud or compliance incidents; CRM–Xero reconciliation streamlined.

	Reporting and Governance
	Monthly reporting package (CEO report, program performance, budget variance) delivered on time every month; first Board report presented.
	12 months of on-time monthly and quarterly reporting; annual audit and ACNC/SAC lodgements completed on time with no material findings.

	Financial Strategy and Planning
	Review of financial systems and controls completed, with an improvement plan endorsed by the CEO.
	First annual budget and 3-year financial forecast developed and endorsed by the CEO/Board; financial input provided into at least one funding or growth proposal.

	Cash, Risk and Treasury
	Internal controls and delegations framework reviewed or drafted.
	Measurable improvement in interest income on funds held while maintaining agreed reserve/liquidity levels; controls framework embedded.

	Stakeholder Relationships
	Working relationships established with the CEO, Board/Finance Committee, auditors and DFFH; at least one Board meeting attended.
	Recognised as a trusted financial adviser to the CEO/Board; positive feedback from auditors and DFFH on collaboration and data quality.

	Team Leadership
	Role clarity and performance goals set for the Accounts Payable Officer and any other direct reports.
	First annual performance reviews completed for all direct reports; a succession/backup plan documented for key finance functions.
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