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Durri Aboriginal Corporation Medical Services

Durri Aboriginal Corporation Medical Services


Position Description

	Position Title: Bookkeeper
	Business Unit: Business Services

	Reports To: Business Services Manager
	Direct Reports: Nil

	Primary Objective:

	This position is responsible for ensuring that there are sufficient cash resources available to meet the management and financial needs of Durri’s strategic, tactical and operational needs.  Key objectives include:

i. Co-ordinate the day-to-day finance operations of the business services unit.

i. Co-ordinate the day-to-day cash needs of the business services unit.
ii. Ensure that the bank accounts of the service are fully reconciled regularly.


	Position Dimension & Decision Making Authority:
	Key Communication Contacts:

	Without referral to manager –

· Routine bookkeeping and account management enquiries and decisions

After Consultation with manager or others –

· Cash transactions and inter-account transfers including payroll services
· Actions outside policies and procedures

Referred to managers or others –

· Capital expenditure

· Strategic direction

· Budget setting


	Contact/Organisation

	Purpose/Frequency of Contact

	
	Business Services Manager  – 
	Daily – Accountable for all position deliverables

	
	Finance Team
	Daily – Ensuring that the finance operational requirements are met in accordance with the overall needs of Durri 

	
	Executive Team and Program Managers
	As required – Support on budgetary and financial requirements

	
	External Consultants
	As required – Sourcing expertise


	Key Accountabilities

	Key Result Area
	Major Activities
	Performance Measures:

	1. Strategic Plan


	· Assist in the development and implementation of the Business Services Strategic Plan to ensure the achievement of the company strategic direction and goals 
	· Quality of Strategic Plans

· Achievement of Strategic Objectives



	2. Bookkeeping

	· Assisting the Business Services Manager as required.

· Monitor and assist the Business Services Manager with the management of the day to day cash flow requirements of the service.

· Maintain all employee leave entitlements.

· Data entry of payments and receipts from cheque books and receipt books.

· Assisting with the end of month reconciliations including:-

· Creditors listing

· Accounts receivable – monthly invoicing to be processed

· Group Tax, Superannuation and BAS preparation and payments to be processed.

· Reconciliation of all inter program accounts

· Assisting in the preparation of monthly Board reports and half yearly acquittals.

· Assisting with year end financial reporting to funding departments and auditors.

· Maintaining absolute confidentiality of patient’s treatments and records.

· Maintaining absolute confidentiality of the organisations financial    situation, at all times.

· Processing the weekly payroll in a timely manner with the       assistance of the Assistant Business Services Manager and /or Business Services Manager.

· Typing of correspondence and reports as required.

· Be aware and adhere to The Privacy Act, OH & S Legislation and relevant other legislations.

· Be aware and adhere to Durri Policy and Procedure manuals

· Be aware and participate in staff performance reviews.

· Attend all Gazetted mandatory training as required.

· Perform other duties as may be directed or implied from time to time. 
	· Achievement of Program KPI’s.



	3. Team work and Collaboration 
	· Effectively collaborate with team members to ensure that the function is operating effectively and efficiently, while maintaining a harmonious team environment

· Ensure compliance with relevant OH&S legislation and that any issues are identified and actioned in line with the policy
	· Feedback from colleagues

	4. Compliance
	· Ensure that all bookkeeping functions and activities comply with relevant legislative requirements and professional standards

· Provide advice to all departments to ensure that practices are professional and ethical, and comply with relevant legislative requirements and professional standards
· Maintain an up to date knowledge of bookkeeping and accounting requirements relative to the organisation. 
	· Risk aversion



	5. Reporting and Statistics
	· Provide statistical and management reports to meet organisational and statutory requirements including analysis, reporting of financial results and supporting recommendations.
· Present statistical data in a concise, understandable format, findings resulting from financial analysis. 
	· Accuracy and timeliness of qualitative reports

· Accuracy and timeliness of statistical reports



	6. Policy and Procedures
	· Maintain and implement Finance and Accounting policies and procedures to ensure that the Finance and Accounting function is demonstrating consistent practices and inline with strategic objectives
· Maintain absolute confidentiality of patient and financial records

· Update First Aid Certificate and participation in Staff immunisation Program

· Compliance with and understanding of EEO Legislation
	· Development of systems to provide consistent and high standards of compliance with policies and best practice




	Key Challenges:
	Person Specification:

	· Meet the organisation’s cash and finance needs. 


	Qualifications & Experience –
Essential

· Aboriginal or Torres Strait Islander descent
· Proven experience in book keeping

· Computer literacy in particular MYOB and Excel

· Sound organisational ability

· Ability to follow directions and complete work independently

· Ability to work as a member of a team

· Willingness to undertake on the job and formal external training
Desirable

· Previous experience in Administration operations including file management, financial knowledge and administration duties

· Driver’s License
· Qualifications in Administration or Finance

Core Competencies –

· Strong interpersonal skills, including the ability to demonstrated empathy when required.

· High written and verbal communication
· Analysis and problems solving skills

· Sound level of numeracy and demonstrated attention to detail 

· Demonstrated ability to work flexibly within tight time schedules and in accordance with variable workload demands

· Ability to build relationships with all levels of the organisation


DURRI ABORIGINAL CORPORATION MEDICAL SERVICES
SELECTION CRITERIA FORM – BOOKKEEPER
This document is the equivalent of a "first interview" and provides an opportunity to showcase your relevant skills and experience. You must answer the compulsory questions and responses to selection criteria should be no more than one paragraph. You should demonstrate your knowledge, skills and experience in relation to the criteria and reflect your understanding of the context and objectives of the position. The selection criteria document forms part of the selection process, and applications that do not attach this document cannot be accepted.

1. Proven experience in bookkeeping

	


2. Computer literacy in particular MYOB and Excel

	


3. Sound organisational ability

	


4. Strong interpersonal skills, including the ability to demonstrated empathy when required.

	


5. High written and verbal communication

	


Compulsory questions:
	Are you of Aboriginal or Torres Strait Islander descent?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	What is your salary expectation for this position?
	

	When would you be available to commence in this position?
	

	I acknowledge that undertaking a police and background check is a requirement of undertaking this position. 
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 



Please attach completed selection form with CV and send to hr@durri.org.au 
Thank you.
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