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	[bookmark: _Hlk41401035]POSITION DESCRIPTION: Manager - Finance


	Classification
	Level 7 of the Social, Community, Home Care and Disability Services (SCHADS) Industry Award.

	Hours of work
	Part-time, 0.6FTE (22.8 hours or three days per week)
FLS is a flexible employer and as such hours of work are negotiable.

	Duration
	Ongoing  

	Location
	This position will be based at our Fitzroy (Fitzroy Town Hall) with some flexibility to work from home. 

	Reports to
	Director – Operations 

	Direct Report/s
	Finance Assistant
This role is also assisted by external bookkeeping company 



	About us

	Fitzroy Legal Service (FLS) is dedicated to assisting the most marginalised members of the community with legal information, advice and representation, as well as championing law reform and conducting public interest litigation.

Fitzroy Legal Service provides legal services for communities who are disproportionately impacted by law and policy, and those who face systemic barriers to accessing justice. We provide various multidisciplinary outreach programs reaching communities of colour, people at risk of or experiencing homelessness, LGBTIQA+SB communities, victim-survivors of family violence and people who use drugs.

Our vision: A fairer Victorian community, where the legal and social systems support equality and justice for all.


	Position Objective

	The Finance Manager is responsible for the financial operations of Fitzroy Legal Service and for providing timely and accurate financial information to senior management. The position undertakes the full range of financial activities including overseeing accounts payable and receivable, payroll, reconciliations, month end processing and journalling, budgeting, cash management and asset control to ensure the effective and efficient achievement of the organisation’s vision.





KEY DUTIES AND RESPONSIBILITIES

	Financial Management
	· Manage financial operations for FLS including maintenance of appropriate financial systems and records
· Ensure timely and accurate processing of day-to-day transactions including payroll, reconciliation and payment of creditors/debtors, reconciliation of bank accounts and other balance sheet accounts 
· Prepare annual operating budgets through a consultative process with the Senior Leadership Team
· Prepare budgets for grant funding applications and financial acquittal reports  
· Monitor organisational financial performance, identify variances and in collaboration with relevant staff, advise and recommend appropriate action to ensure financial sustainability 
· Optimise cashflow management, including identifying opportunities to increase interest income  
· Prepare regular financial reports for management, Finance, Risk and Audit Committee and Board in a timely manner, including narrative and variance analysis 
· Participate in annual audit as a key contact, ensuring auditors are provided with all required information in a timely manner

	Risk & Compliance
	· In conjunction with Director – Operations, ensure all relevant taxation, superannuation, ACNC and financial statutory returns are prepared in a timely manner
· Ensure all financial transactions comply with organisational policies 
· Identify financial risks, and implement solutions to mitigate against these risks
· Assist with accreditation compliance where relevant to financial management
· Maintain a current knowledge of the Australian Accounting Standards and ensure compliance with relevant legal, professional and ethical standards
· Ensure compliance with any other reporting obligations as required

	Process Improvement 
	· Identify and implement activities to improve financial systems, controls, processes and procedures. 
· Lead grant funded process improvement project in relation to the finance component
· Respond to areas identified for improvement by the external auditors 
· Bring a continuous improvement mindset to the role, seeking opportunities for more efficient practices in the finance area 

	Relationship & Team Management 
	· Manage, supervise and support direct reports by supporting wellbeing, monitoring workload, providing legal supervision, managing performance and facilitating learning and development.
· As a member of the Management Team, contribute to the smooth management of the organisation, implementation of the FLS strategic plan, and other organisational initiatives
· Develop and maintain collaborative and productive relationships with key stakeholders including all Managers and Directors, funders and auditors

	General
	· Contribute to a positive team and organisational culture that promotes inclusion, anti-racism, cultural safety, respect and a team approach
· Support the achievement of FLS’s vision, purpose, values and strategy, adhering to organisational policies and procedures 
· Attend staff, team and planning meetings, and participate in supervision and performance review processes 
· Assist with the collection of data and preparation of reports and other accountability documentation, including case studies  
· Participate in professional development as applicable  
· Participate in fundraising and other events as required  
· Perform other duties as directed and necessary to the proper performance of the role







SELECTION CRITERIA 

	Qualifications and experience - essential
	· CPA or CA qualified and / or equivalent 
· Tertiary qualifications in accounting 
· 5+ years as a Finance Manager or similar role

	Knowledge and skills - essential
	· Advanced literacy in finance accounting software (preferably Xero) and MS office software
· Demonstrated ability to prepare budgets, forecasts and financial reports 
· Demonstrated ability to manage key finance functions including payroll, accounts payable / receivable and cash flow management
· Demonstrated ability to identify financial exposures, implement internal controls, and establish risk mitigation strategies
· Knowledge of Australia’s financial regulatory and compliance requirements
· Demonstrated ability to manage, supervise and support staff
· The ability to work independently, including by exercising sound judgment and managing workload with minimal supervision.  
· Strong interpersonal and teamwork skills, including the ability to work flexibly and collaboratively and work through conflict.

	Personal attributes -
essential
	· Adaptable – enjoys contributing at both management and hands-on delivery levels, as required.
· Responsive – enthusiastic about enabling frontline functions to deliver for the community.
· Collaborative - relishes working as a team and adopting a whole-of organisation perspective to issues.
· Values-aligned – has a demonstrated commitment to social justice, antiracism and the vision, purpose and values of Fitzroy Legal Service.

	Qualifications and experience - desirable
	· Experience in the not-for-profit sector, including in preparation of grant acquittals and reporting, and understanding of specific NFP regulatory obligations 
· Experience managing external financial support




This job description the current duties and responsibilities of the position. These will be reviewed on a regular basis with the position holder and are subject to change according to the needs and priorities of FLS. outlines

Our Values: Integrity | Courage & Passion | Empowerment & Advocacy | Connected to Community
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