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COOLGAREE ABORIGINAL CORPORATION
JOB AND PERSON SPECIFICATION
TITLE OF POSITION:
Manager Business Services
TYPE OF POSITION:

Full Time

JOB SPECIFICATION
_____________________________________________________________________________
1. Summary of the broad purpose of the position and its responsibilities/duties

_____________________________________________________________________________
Responsible for the provision of financial and administrative services to Coolgaree Aboriginal Corporation (CAC) and for the delivery of a range of administrative HR functions to support the operations of CAC.
________________________________________________________________
2. Reporting/Working Relationships (To whom the person reports)

________________________________________________________________
· Responsible to the Chief Executive Officer.

· Manage a small team of administrative staff and business managers.

· Work as part of a multi-disciplinary team.

· Will be required to work closely with other stakeholders in a team environment. Establish and maintain good working relationships with other organisations, government agencies and external service providers.
________________________________________________________________
3. Statement of Key Responsibilities/Duties

_____________________________________________________________________________
1. Ensure that financial reporting requirements and accounting standards are met by:

· Assisting the Chief Executive with the preparation and monitoring of the Annual Budget for CAC.

· Establishing systems for ongoing monitoring and performance against budgets and advising the CEO of corrective action where appropriate.

· Preparing monthly reports for the Chief Executive Officer for submission to the Board of Directors on CAC finances including balance sheet and expenditure and revenue statements.

· Contributing to the preparation of CAC’s annual financial statements and reports alongside an external accountant.
· Liaising with funding bodies, external accountants and the CAC auditor as needed.
· Ensuring that subordinate staff achieve deadlines for processing and reconciliation of accounting documents and submission of payroll forms.
2. Ensure that the organisation has up to date administrative, HR, IT and clerical policies and systems in place and are implemented by:

· Reviewing IT and records management requirements and where appropriate:

· recommending improvements;
· implementing improvements.

· Ensuring that appropriate practices and procedures are implemented, including regular backup of IT systems and data bases and that information and document retrieval systems meet business requirements. 
3.
Deliver a specific range of administrative HR functions to support the operations of CAC by:

· Providing general human resource advice to staff on matters such as conditions of employment and CAC HR policy, within individual skills, capacity and experience.

· Developing and managing an effective HR database comprising employee records and personal files and statistical HR data.

· Taking responsibility for managing a range of pre-recruitment processes.

· Assisting with preparation of letters of appointment and contracts of employment.

· Drafting correspondence and preparing minutes, agendas and other documentation, as required.

· Assisting in reviewing HR programs and activities, such as the Performance Appraisal process, Induction Process, and Training & Development activities to ensure continuous improvement in service delivery.

· Assisting in reviewing and maintaining HR policies, procedures and forms.

· Assisting in organising training programs for staff development including liaising with training providers, booking training venues and ensuring availability of required training resources. 

· Carrying out minor research projects and providing administrative support functions to the CEO and external Human Resource providers.
· Determining/coordinating own work priorities and monitoring deadlines and time frames and contributing to the development of efficient HR practices within the organisation.

· Sharing learned skills, knowledge and methods with other work colleagues to support development and improvement.

· Contributing to information dissemination, consultation and communication processes.

3. Ensure that an Asset Register is in place and meets all professional requirements and standards.
4. Ensure that reception services are staffed and appropriate levels of customer service are provided to clients.

5. Represent CAC at various forums and by developing and maintaining good working relationships with other organisations and government agencies.
Duties and responsibilities for this position should not be considered definitive. Duties may be added, deleted or modified, in consultation with staff, as necessary. Job Descriptions and staff performance will be reviewed regularly.
4.   Special Conditions:

· 38 hour week, 
· Some out of ordinary hours work will be required

· Intra and Interstate travel may be required.

· Employment is subject to a 6 month (Probationary period).
· The initial contract is for a 12 month period.
· Possession of a Current First Aid Certificate or willingness to obtain one.

· The employee will be required to undertake an annual performance appraisal with the Chief Executive Officer.

5.
Teamwork

_____________________________________________________________________________
The employee must be prepared to:

· Work within Multifunction Team Environment.
· Manage the administration team and ensure the provision of high level services by the team.
· Undertake staff development relative to the position.
6. Employee’s responsibilities

_____________________________________________________________________________
· Every employee will abide by the Policies and Procedures of the Organisation.

· Participate in all activities relative to the management of Workplace Occupational Health and Safety. 

PERSON SPECIFICATION

Essential Minimum Requirements
_____________________________________________________________________________
Qualifications
________________________________________________________________
· An appropriate tertiary qualification in Business Management / Accounting or studying towards
· Possession of a Current Car Class Driver’s License

· Competency in computer usage – Microsoft suite of applications
_____________________________________________________________________________

Personal Abilities/Aptitudes/Skills/Knowledge ________________________________________________________________

· Sound skills in administration, HR administration, records management (including employee records) and office management.
· Highly reliable and a capacity for attention to details.

· Flexible and innovative with the ability to use initiative to solve problems.
· A sound knowledge of accounting principles, practices and procedures.

· Knowledge of accounting and asset register software systems.
· Knowledge of human resource management.

· Ability and willingness to model professional conduct, maintain confidentiality and demonstrate integrity, credibility and ethical behaviour.
· Proven ability to communicate effectively both in writing and orally.

· Demonstrated administrative, IT and office management skills.
· Demonstrated ability to lead and manage a team of administrative staff.
· Ability to communicate effectively with both Aboriginal and Non-aboriginal people. 
· Ability to select and apply well developed communication skills and interpersonal skills to liaise effectively with management, staff and HR service providers.
· Ability to work in a multi-disciplinary community health setting.

· Ability to work with minimal guidance and achieve results.

________________________________________________________________
Experience
________________________________________________________________
· Experience in all facets of accounting processes and procedures.

· Experience in the use of accounting software packages.

________________________________________________________________
Desirable Characteristics

_____________________________________________________________________________

Qualifications

________________________________________________________________

_____________________________________________________________________________

Personal Abilities/Aptitudes/Skills/Knowledge ________________________________________________________________

· Able to work cooperatively as a member of a multi-disciplinary team.
· Confidence, assertiveness, tact and self motivation
________________________________________________________________

Experience

________________________________________________________________

· Experience in human resource management.
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