	POSITION DESCRIPTION

	Title
	Finance Officer

	Award
	Aboriginal Communities & Organisations (WA) Award 2001

	Level
	Negotiable

	Department
	Ngaanyatjarra Services

	Position Status
	Permanent 

	Location / Base
	Alice Springs


PURPOSE OF POSITION

This position is an important contributor to the Ngaanyatjarra Services Accounting team.  The Accounting team is committed to providing efficient, professional and client-focussed bookkeeping support to the whole of the Ngaanyatjarra group.  The Finance Officer takes responsibility for a number of accounting and administrative tasks so that this goal can be met.

Duties will include a range of financial functions, including accounts payable, bank reconciliations, monitoring, and support of accounting processes, maintenance of employee record systems, and at times; some administrative support.  Training will be provided in all job responsibilities.

REPORTS TO

Finance Supervisor
ABOUT NGAANYATJARRA COUNCIL

Ngaanyatjarra Council (Aboriginal Corporation) is an organisation representing the interests of around 2000 Ngaanyatjarra, Pintupi and Pitjantjatjara people living in 12 communities in the Central Desert region of Western Australia.

Ngaanyatjarra Council which was incorporated in March 1981 is the principal organisation in the Ngaanyatjarra corporate structure, which includes the following entities;

Ngaanyatjarra Services (Aboriginal Corporation)

Ngaanyatjarra Health Service (Aboriginal Corporation)

Indervon Pty Ltd (Caltex Alice Springs)

NATS (NG Agency & Transport Service)

Ngaanyatjarra Media (Aboriginal Corporation)

KEY RESPONSIBILITIES

1. Operations

(
Bank Reconciliations - Completing Bank Reconciliations at month end.
(
Reconcile bank statements to General Ledger stage.
(
Suppliers - Processing of supplier transactions is timely, accurate and correctly reported.
(
Monitor the collection of customer invoice and other payments and ensure they are correctly accounted for.
(
Processing of supplier invoices and payment of supplier accounts.
(
Prepare bank deposit slips.
(
Print statements / reports as necessary.
(
Enter other data in spreadsheets or accounting systems as directed.
(
Answering and responding to phone enquiries.
(
Completing relevant forms and documents.
(
General Administrative and other duties as required.
· Preparation of BAS Statements.

2. Continuous Improvement
(
Assist & support the development of policies/procedures with regards to accounting, and ensure their consistent application across the Council and its associated Organisations.
3. Efficiency & Effectiveness

(
Quick to respond to enquiries and action where relevant and/or necessary.
(
High accuracy and data entry skills.
(
Use of initiative, and completing tasks in a timely manner.
4. Accountability

(
Report inconsistencies to Supervisor/Accountants.
5. Corporate & Social Responsibility

(
Adhere to strict privacy & confidentiality rules/guidelines.
(
Maintain diplomacy and tact especially when dealing with client information.
6. Stakeholder Relationships

(
Ensure communications are appropriate to Ngaanyatjarra Communities, and Ngaanyatjarra Council & it’s entities within which the role operates.

7. Integrity & Ethical Behaviour

(
Act with integrity at all times and ensure that areas of responsibility operate in an open, transparent and accountable manner

PERFORMANCE INDICATORS

· All transactions are correctly recorded. 

· Reconciliations are completed monthly.
· Terms, prices, and clerical accuracy of supplier invoices are correct before 
payment is authorised.
· Account entries for supplies acquired are accurately recorded to produce reliable reports for management.
· Payment of invoices is made in time to avoid lost discounts.
· Clerical accuracy of debtor invoices, payments and banking data are correctly recorded.
· Clerical accuracy in entering or recording of data

· Exercise good communication in responding to customers in a timely and efficient manner.
· Ability to work as a member of the finance team, contributing and supporting the team as much as possible.
PERSONAL QUALITIES

Qualifications:

· Education to Year 12 Certificate, desirable.  Minimum basic experience in the field of bookkeeping and/or financial services.

Knowledge:

· Awareness of accounting principles relating to journal entries and ledger balances.
· Working Knowledge of Accounts Payable, Bank Reconciliations, Electronic Banking.
· Knowledge of the importance of workplace safety, responsibilities of the employer and employee.
Skills:

· Effective customer liaison skills and communication skills, in dealing with other staff members and customers and suppliers.

· High level of numeric skill and accuracy

· Ability to learn and use computer based accounting systems

· Intermediate skills in using word-processing and spreadsheet applications (for the drafting of correspondence and reporting formats).
Experience:

· Experience in an office environment and utilising computer accounting packages.
· Experience in the operation of word-processing and spreadsheet applications.
Attributes:

· Demonstrate interpersonal skills and work ethics, including the ability to work as an effective team member in providing high quality responsive customer service.
· Ability to exercise judgement within delegated administrative tasks.
· Ability to treat financial/staff matters with confidentiality, discretion, diplomacy and tact.
SELECTION CRITERIA

ESSENTIAL

1. 
Qualifications gained in relevant field, or considerable working experience in finance related areas.

2. 
High level of administration skills, including keyboard and data entry.
3. 
Demonstrated knowledge of current financial requirements and/or Accounts Payable and Accounts Receivable.
4. 
Ability to quickly learn and adapt to Accounting software packages.

5. 
Excellent communication skills and ability to work independently within a large team environment.

DESIRABLE

1. Basic knowledge of Accounting Principles and experience working with Attaché accounting package.
2. Experience working within an Aboriginal Organisation.
3. A current driver’s license.
