Position Description

Position Title: Finance Manager — 6 months maternity leave role
Reports to: Practice Manager

T Aboriginal Community Controlled Health Services Award
Classification: 2010

Tenure/Hours of Work: 21 hours per week + 3 hrs incentive

(21 hrs plus 1 hour incentive payment per each day worked)

Background

The Kirrae Health Service Inc was established in 1989 and provides a range of health
services, home and community care and centre based activities and programs to
members of our community who live at the Framlingham Aboriginal Settlement and in
neighbouring areas including Warrnambool, Koroit, Yambuk, Allansford, Princetown
and Bushfield.

Our Vision

That we continue to support families as our core cultural base, celebrating our strong
family links, gaining cultural, social, emotional and economic well-being within our
family units as this will support us to grow as individuals within a strong community.

Mission Statement

The Kirrae Health Service Inc. exists in order to service the physical, mental and
emotional health needs of the Framlingham Aboriginal Community in a manner that is
effective, culturally sensitive and acceptable to the community.

1. Main Objectives of This Role

The main objective of the Finance Manager is to ensure that Kirrae Health Service
funds are utilised in the most efficient manner, in such a way that risk, cost and control
considerations are properly balanced in a given situation. This includes the
development, implementation and evaluation required to sustain effective reporting
requirements both internally and to external organisations.
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2. Job functions and responsibilities

Financial Control

Oversee data entry into Xero

Accounts receivable

Oversee Accounts Payable

Account acquittals

Preparation of financial reports for the Board of Management

Filing

Audit reporting requirements

Financial Compliance requirements to funding bodies

Reconciliations on Xero

Ensure quarterly BAS requirements for external provider available if needed
Ensure Liquid HR prepare and administer payroll function weekly

Oversee salary packaging systems

Working knowledge of reportable FBT

Ensure insurances and statutory liabilities are paid and relevant information
recorded in LOGIQC (QMS)

Declaration of Remuneration completed for Work Cover

Preparation of monthly Profit and Loss Statements for Management Team
Help to prepare grant applications, claims, acquittals and surveys as needed
Costing Advice to management and internal/external customers

Ensure ongoing implementation of efficient financial operating procedures
Mentoring of staff

Oversee the annual audit

Other duties as required by the Practice Manager

Budgets

e Manage and monitor the annual budget
o Assist staff with the implementation and monitoring of budgets

Asset Management

¢ Oversee the maintenance of the fixed asset register
e Employ Asset Management Principles (eg. Depreciation of assets)

Investment/Cash Flow

e Short and Long Term strategies for the organisation
e Help develop a sustainable financial plan
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HR
e Populate annual HR trend report

Workplace Occupational Health & Safety (OH&S)

o Comply with occupational health and safety policies and procedures

o Report potential health and safety hazards and risks

o Comply with workplace housekeeping requirements and maintain work space in
a clean and tidy state

Continuous Quality Improvement

¢ Participate in and contribute to continuous quality improvement initiatives and
other organisational activities to meet Quality Improvement Council Standards

e Work in conjunction with the Quality and Compliance Coordinator to meet all
Risk Assessment and QIC Accreditation criteria

e To play an active role in the KHS Risk Management Framework

e Beinvolved in the review of finance policies and procedures

¢ Attend management meetings

3. Key Performance Indicators

Accurate payroll records

Financial reports prepared one week prior to Board of Management Meeting
Budgets prepared by May each year

Financial reporting and compliance deadlines met

Present quarterly financial reports to Board of Management Meeting

HR matters are dealt with in a timely and culturally sensitive manner
Interactions with clients and staff are kind, caring and respectful of each client’s
identity, culture and diversity

Maintain cash flow and monitoring of over/underspends

e Bank reconciliations completed monthly with no unresolved discrepancies

e Clean audit with no significant findings

4. Reporting Relationships

Internal

e This position reports to the Practice Manager
« This position is required to interact with team members, Management Team, staff
and Board Members on a regular basis
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External
e Community members
e Suppliers
e Funders

5. Professional Development

° Participate in any meetings, training, supervision and in-service education
authorised by the Practice Manager;

Minimum Qualifications / Skills Required

Diploma of accounting/relevant tertiary qualification/equivalent experience

Experience in Xero desired but not mandatory

Account Acquittals and monthly reconciliation of accounts

Good numeracy skills

Good verbal and written communication skills

Confidence and ability to interact with a wide range of people

Able to work neatly and accurately

Able to complete all tasks in a timely manner

Good time management skills

Able to work without supervision

Attention to detail

Good presentation and a pleasant manner

Ability to work collaboratively as a member of a diverse team and in partnership

with other agencies

. Skills in advocacy, negotiation and the ability to deal with conflict constructively.

o Sound planning and organisational skills.

. Ability to analyse issues/problems and propose solutions.

o Ability to competently use computing software including knowledge of Microsoft
Office.

. Ability to work in a supervisory and mentoring capacity

EXPERIENCE:
o Working with Aboriginal people and Aboriginal communities desirable but not
mandatory.
. Minimum 3 years experience working in an equivalent role
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KNOWLEDGE:

° Accounting standards, principles, procedures and practices to solve operational
and technical problems

° Monitoring and control of financial systems

° Understanding and knowledge of the principles and practices of Workplace
Participation, Workplace Diversity and Occupational Health & Safety.

ATTITUDE:

. Appreciate, respect and value differences within the Kirrae Health Service staff
and the Kirrae Health Service as a Culturally Diverse and Equal Opportunity
Employer

° Contribute to and support positive staff morale.

. Promote and present a positive image of the Kirrae Health Service to other staff,
clients and the community in general

. Acknowledge and respect the traditional owners of the land

Other
Employment is subject to a satisfactory Police Check and Working With Children
Check.

Kirrae Health Service is committed to the health, safety and wellbeing of its staff.
Kirrae Health Service and its staff must comply with a range of statutory requirements,
including equal opportunity, child safety and working with vulnerable people,
occupational health and safety, privacy and trade practice. Kirrae Health Service
expects staff to comply with its policy and procedures which relate to statutory
requirements and our ways of working.

I have read and understood the requirements of this role, as outlined in this Position
Description.

Name: Signed: Date:
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