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Position Description

A) General Information

Position Information 	Finance Officer
Reports to                     		Centre Director
Hours                            		8 hours per week with potential to increase 
Pay Scale     	        	SCHADS Level 5
	
B.  	POSITION OBJECTIVE

· To coordinate the Financial Administration of the Centre, fulfilling all financial and accounting and reporting requirements of the Centre’s Funding Bodies and Board
· In conjunction with the Director, prepare a yearly budget for Centre’s income and expenditure, monitoring those budgets monthly.
· Oversee system management in relation to all financial records and drive annual audit


C.	KEY RESPONSIBILITIES

· Ensure all financial management is in line with current funding contracts and requirements.
· Oversee the month end closing process, ensuring accurate and timely financial reporting
· Prepare and deliver monthly management reports, including profit and loss, balance sheets, and sales reports.
· Maintain and reconcile general ledger accounts
· Assist with the budgeting and forecasting process, collaborating with stakeholders 
to provide insights for decision-making
· Collaborate with external accountants regarding year-end and tax compliance.
· Collaborate with external payroll processing regarding reporting
· Provide financial insights and decision-making support 
· Manage Accounts Payable and Accounts Receivable.
· Document financial processes and drive process improvements.
· Maintain quality and continuous improvement.
· Ensure compliance with relevant financial regulations and standards.


D.	SPECIFIC DUTIES

· Record all revenue and expenditure including tax credits and GST collected.
· Lodge BAS statements and payments as indicated by the Australian Tax Office
· Coordination of program costing and grants for budgeting purposes through MYOB
· Prepare all financial reports and acquittals as required 
· Prepare company accounts for annual audit and work directly with the appointed Auditors to complete the annual external audit.
· Prepare and lodge accrued Long Service Leave to the PLSA
· Prepare yearly Work Cover Remuneration Report and the estimated Report for the following year.
· Review annual Insurance 
· Maintenance and review of assets register.
· Occasional customer service
· Other duties as requested to support the daily running and maintenance of the Centre.



E.	EXTENT OF AUTHORITY AND ACCOUNTABILITY

· Responsible for the Financial Coordination of the Centre In conjunction with the Director.
· Oversee the day today organisation of finances in relation to accounts, the till, rental, and program income


Qualifications and Experiences

F.	Key selection Criteria

Essential 

· Minimum Cert 1V in Acct & Bookkeeping
· A minimum of 3 years proven financial accounting experience, with a strong focus on month-end reporting, budgeting, forecasting, and payroll. 
· High level of proficiency in MYOB or equivalent accounting systems and in Microsoft Excel 
· Ability to produce high quality financial reports. 
· Demonstrated ability to prepare and analyse budgets. 
· Understanding of and experience in GST administration and BAS preparation 
· Excellent organisational and interpersonal skills with the ability to collaborate effectively across all levels
· High level problem solving and judgement skills
· Confidentiality and integrity

Desirable 
· Experience working within the community sector. 
· Experience working with small staff team. 
· Well-developed planning and organisational skills 
· Energy and enthusiasm 
· Ability to manage competing demands. 
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