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Durri Aboriginal Corporation Medical Services

Durri Aboriginal Corporation Medical Services


Position Description

	Position Title: Senior Finance Officer
	Business Unit: Business Services

	Reports To: Business Services Manager 
	Direct Reports: Finance Officers

	Primary Objective:

	This position is responsible for the financial services and activities of the Durri AMCS to ensure the achievement of the company’s strategic direction.  Key objectives include to:
i. Ensure the efficient and accurate financial operation of the organisation;
i. Assist with the implementation of all financial procedures; and
ii. Provide financial management advice to the Business Services Manager and team. 



	Position Dimension & Decision Making Authority:
	Key Communication Contacts:

	Without referral to manager –

· Financial enquiries and decisions

After Consultation with manager or others –

· Operational and capital expenditure

· Actions outside policy and procedure

Referred to managers or others –

· Strategic direction


	Contact/Organisation

	Purpose/Frequency of Contact

	
	Business Services Manager  
	Daily – Accountable for all position deliverables

	
	Finance Team


	Daily – Ensuring that the collective business units meet  overall organisational objectives

	
	Direct Reports


	Daily – Providing leadership, direction and management



	
	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. Financial Management 

	· Assist in the production of financial reports, financial statements and in addressing financial reporting issues. 

· Undertake financial reconciliation activities, take corrective actions as necessary and make recommendations to improve procedures to ensure ongoing financial data integrity. 
· Provide high level financial advice to the Business Services Manager on a wide variety of financial management strategies, policies and iplications.
	· Achievement of Program KPIs


	3. Payroll and Accounts 
	· Coordinate and lead the accounts receivable and payable functions to ensure that transactions and associated activities are completed within the agree time frames and in line with company policy and procedure.
· Assist in the management and processing of the payroll function, to ensure that transactions and associated activities are completed within agreed time frames and in line with company policy and procedure.
· Investigating any payroll and accounts issues to ensure that any problems are addressed and resolved in a timely manner.
	· Payroll and accounts are processed within the correct time frames

· Accuracy of payroll and accounts record
· Payroll and accounts function complies with audit requirements

	4. Leadership and People Management


	· Lead and manage direct reports ensure that all employees are recruited, developed, and empowered to assist in achieving the company strategic objectives.
· Ensure that Finance team members comply with relevant OH&S legislation and that any issues identified are resolved appropriately.
· Effectively manage performance issues, to ensure that all team members are performing within their potential and company expectations.
· Mentor and develop the Finance and Accounts team to ensure that employees are motivated and have skills to achieve their potential within the team. 
	· HR metrics data, such as retention and unexplained absences etc

	5. 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

	6. Compliance
	· Ensure that all financial 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 finance, taxation and superannuation legal/statutory requirements relative to the organisation. 
	· Risk aversion



	7. Reporting and Statistics
	· Provide statistical and management reports to meet organisational and statutory requirements including analysis, reporting of financial results and supporting recommendations.
	· Accuracy and timeliness of qualitative reports

· Accuracy and timeliness of statistical reports



	8. Policy and Procedures
	· Develop Finance policies and procedures to ensure that the Finance function is demonstrating consistent practices and in line with strategic objectives.
· Maintaining absolute confidentiality  of patient treatments and records and the organisations finance situation. including updated 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:

	· Providing advice to the finance and accounting team

· Achieving payroll processing requirements within tight timeframes

· Leading and managing the Finance team 
· Responding in a timely manner to requests from funding bodies and audtors

	Qualifications & Experience –

· Tertiary qualification in Business, Commerce, Finance or related discipline

· Experience in a finance role

· CPA or CA qualification

· Demonstrated ability to lead and develop a team

· High level of computer literacy; sound working knowledge of Microsoft Office software
· Committed to working towards a degree in finance or accounting
Core Competencies –

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

· Analysis and problems solving skills

· Advanced level of numeracy skills 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 and the community
· Demonstrated ability to lead and develop a functional team
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