Blue Mountains Aboriginal Culture & Resource Centre

Job Description

Title:
Bookkeeper
Location:                   14 Oak Street Katoomba NSW 2780
Responsible to:
Blue Mountains Aboriginal Culture & Resource Centre (ACRC) Management Committee through the Community Development Co-ordinator

Status:
18 hours per week 
Award:
You will be covered by the Clerks - private sector award 2010. Award Level will be negated depending on experience and expertise.
1 Summary of Position

Key responsibilities

· Assist with budget preparation Incl. reporting on budget v actual variances.

· Account as payable incl. data entry of invoices, collection of “statement by supplier” where required, payment of bills using Commbiz or cheques.

· Receipt all monies & preparation of bank deposits.

· Maintain & reconcile general ledger accounts.

· Prepare financial statements and reports including the profit and loss statement and balance sheet monthly budget v actual on a quarterly basis for the board of management.
· Prepare budgets for each program.

· Provide staff entitlements Reports monthly to board of management,

· Reconcile bank accounts & review term deposits for reinvestment.

· Monthly journal entries for prepayment, funding in advance, depreciation 7 payroll liabilities.

· Setup cash floats for events as required.

· Payroll perpetration & maintenance of employee records & entitlements

· Prepare annual workers comp renewal.

· Responsible for ensuring employees are paid in accordance with correct Award & pay Rate.

· Maintain relevant Awards on site & ensure employee access to these.
· Enter new equipment purchase into the fixed asset register system, tag new equipment, calculate depreciation & account for all fixed equipment owned by the company.

· Maintain current Myob software & annual support plan. 

· Responsible for backup & integrity of MYOB Accounting data & Bookkeepers folder.

· Maintenance, reconciliation & top up of E-Merchant employee expense cards.

· To investigate & make recommendations on the insurance needs of ACRC to the board of Management.

· To liase with the ACRC Finance Sub-committee on overall financial matters.

· To prepare finical records for * arrange annual audit.

· To maintain & update Accounts manual.

· To reconcile Payroll & prepare IAS monthly.

· To reconcile Payroll annually & prepare payment summaries.
· To remit superannuation on a monthly basis in accordance with legislation.

· To prepare & lodge Bas quarterly.

· Prepare funding acquittals.

· Minute taking in all board meetings and other meetings when required.

 Expected outcomes
· To ensure accurate & timely financial reporting to Manager & board of Management on a monthly basis.

· To ensure accurate finical reporting & acquittal of funds to funding bodies within their framework & timelines.

· To ensure payment of supplier invoices accurately & within trading terms.

· To ensure accurate/ timely fortnightly payroll processing in accordance with Awards & NES provision.

· To ensure staff of access to funds approved for their use in order to perform their job efficiently.

· To ensure minutes are taken accurately and provide back to management in the agreed time frame.

Essential criteria 

Qualifications and experience 

· Three years previous experience in bookkeeping for non-for profit sector.

· Minimum Certificate IV financial Services (Accounting or bookkeeping).
· 3 years min experience with MYOB in working environment.

· A contractor must be a registered Bas Agent.
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