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POSITION DESCRIPTION

Position Title:


Finance Officer 
Unit:

Corporate Business Solutions
Reports to:

Finance Manager 

Tenure:
   1 Year Performance Based Contract, 
Date Issued:__________________________  Review Date:______________________________
1
POSITION OBJECTIVES

1.1
Objectives of Position:
As part of the finance team, this role is required to undertake in a variety of financial, accounting, compliance, budgeting and advisory tasks to meet the needs of internal and external clients of the organisation.  
1.2
Within Unit:

Provide a key service in ensuring that the objectives of the unit are delivered at exemplary standards of customer service, excellence and efficiency and provide technical support and training to the clerical members of the finance team.
1.3
Within Organisation:

To be an integral member of a harmonized, multi-disciplinary staff team with a shared focus on the achievement of the Association’s corporate goals as a united voice for Local Government which provides leadership and services to its members.  
2
REQUIREMENTS OF THE JOB

2.1 Skills

· Excellent interpersonal and communication skills

· Ability to assist Managers with business planning development, applying sound commercial practices while considering compliance issues. 

· Demonstrated ability to understand, communicate and apply accounting principles and basic accounting standards.

· A self starter, capable of achieving results with minimal direct supervision and a desire to problem solve in a busy business environment which demands initiative.
· Demonstrated capacity to be a committed team player within a multi-disciplinary environment.

· High degree of computer literacy, particularly spreadsheet functions, and the ability to learn various accounting software environments including report writing software.

· Time management skills.  Proven organisational ability and capacity to work under pressure.

2.2
Knowledge
· Sound working knowledge of computerised accounting and report writing systems.

· Demonstrated knowledge of management accounting principles and basic accounting standards.

· Demonstrated capacity to operate above trial balance level with sound balance sheet journal capacity.
· Good experience of budgeting and cost allocation processes.

· Sound working knowledge of GST and FBT compliance.

2.3
Experience

· At least five (5) years comparable experience involving, management accounting, budgeting, cost allocation, monthly financial reporting and BAS/FBT preparation.
2.4
Professional Qualifications
· Tertiary qualifications in a relevant discipline or equivalent experience in a similar role.

4
KEY DUTIES/RESPONSIBILITIES

As part of the Finance Team perform the following functions:





Effective Service Delivery and Management
· Develop and maintain harmonious relationships with all internal clients including executive managers and activity managers.

· Provide full management accounting, financial compliance, budget preparation and audit preparation services and support to grant and non grant program managers.
· Assist in the development of annual Business Plans for WALGA services, both grant and non grant by identifying opportunities to value add in a business capacity. 
· Provide full accounting, financial, financial compliance and audit preparation services direct to other organisations as requested including the Local Government House Trust, The ROADS Foundation And The WMRC.
· Provide regular management reports, including budget variance analyse to program managers and the finance manager on those programs allocated to the position.
· Contribute to and recommend improvements and developments of accounting processes and systems utilisation to team members and internal customers.

· Provide full staff salary sacrifice services including: preliminary advice, full calculation, costing, documentation and FBT compliance requirements.
Compliance

· Completion and lodgement of monthly and annual statutory returns which satisfy applicable standards, regulations and lodgement requirements for Fringe Benefits Tax (FBT) and Business Activity Statements (GST). 
· Ensure that financial processes and financial activities/practices with in allocated programs remain in accordance with organisational policies and that WALGA’s compliance responsibilities are not put in jeopardy.
· Review allocated new Deeds of Grant, register financial requirements and proactively ensure that all financial reporting requirements with in the Deed are addressed. Prepare and lodge with the auditors all audit working papers, including financial reports as required in the Deed of Grant or by the auditors.

· Make recommendations to the Finance Manager on system enhancements as required.

· Assist in undertaking research as required based on questions raised or procedural changes with in programs in the areas of GST, FBT, PAYG, superannuation and salary packaging.
Annual Projects

· Complete draft and final budget documentation for the allocated programs in consultation with responsible managers and activity coordinators.
· Prepare and present the annual budget ‘Rates Card’ to program managers after reviewing the imbedded costing allocations and percentages each year.

· Complete and/or supervise (where casuals are employed) the preparation of all primary documentation and working papers to support the Association’s annual financial audit.

Management Accounting

· Responsible for all monthly financial statement reporting to include balance sheet reconciliations and accruals. Review and process standing general ledger journals and control all interest allocations.
· Preparation of standard financial performance agenda items for the bi-monthly Finance & Services Committee meeting.

· Responsible for the Associations asset register, log all additions and deletions, calculate the annual depreciation, prepare the appropriate journals to reflect the additions and deletions in the accounting system and reconcile the register to the general ledger.

· Other account investigations or projects as required by the Finance Manager.
5.
ORGANISATIONAL RELATIONSHIPS:

5.1
Responsible to:


Finance Manager

5.2
Direction of:



Accounts Payable Clerk

Accounts Receivable Clerk


5.3
Internal:


Finance team staff

CEO, Executive Managers and managers of activity areas


5.4
External


Local Government client base



CEO and Managers of organisations where WALGA provides accounting services



Banks



Auditors



Australian Taxation Office



Other Relevant Service Providers

6.
EXTENT OF AUTHORITY
This position operates within the limits of the Association’s policy, accounting standards and relevant legislative constraints and must be aware of the same for the organisations and grants programs to which we provide accounting services.

This position may exert influence in the areas of:

· Budget and report development and presentation

· Ensuing accurate financial content is brought to account in activity areas
· Developing more efficient operating methods.
This position makes recommendations to:

· The Finance Manager in areas of compliance on GST, FBT, salary sacrifice and accounting records accuracy.
This position gives advice to internal and external clients on:

· Compliance issues on the application of GST, FBT, salary sacrifice, PAYG and superannuation 
· The application of accounting principles and basic accounting standards
This position is accountable for the correct completion of:

· Monthly Business Activity Statements 

· Salary sacrifice calculations for staff motor vehicle loan agreements
· Annual Fringe Benefit Tax returns.
· Complete year end payroll reconciliation, PAYG summaries 
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