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POSITION 

DESCRIPTION

	Position Title:  
	Senior Accountant

	Department:
	Corporate Services 

	Reports to:
	Finance Manager

	Subordinate Positions:
	Accounting Officer, Procurement Officer, Rates Officer and Customer Service

	
	

	Classification:
	Band 3, Level 3, Grade 16 Step 1 $1,564.40 to Step 3 $1,681.70
	Additional Benefits:
	9.5% Superannuation

Rostered Day Off
Uniform Allowance



	Basis of Employment:
	Permanent Full-Time 

35 hours per week 
	Location:
	Moree NSW 2400

	Employment Condition:
	Local Government (State) Award 2017
	Vacancy Ref:
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POSITION OBJECTIVE
· Management of Council’s Finance operations
· Review and advise of Council’s revenue and budget activities
· Supervise and leadership of the Finance Section
ACCOUNTABILITIES
This position contributes to the organisations goals by actively contributing to the overall performance of the Department through support to the Manager and Director.
OBLIGATIONS TO THE ORGANISATION

You are required to cooperate with Council in order to comply with legislative requirements under the Occupational Health and Safety Act 2000 and Occupational Health and Safety Regulations 2001, NSW Anti-Discrimination Act 1977, and the Moree Plains Shire Council Code of Conduct and the Local Government Act 1993.

DUTIES

Shall include but not be limited to:
· Control and direct the following sections within the Finance Department:

· Financial Services

· Procurement and Accounts Payable

· Revenue and Customer Service

towards achieving their objectives and liaise with the Finance Manager to achieve the overall objectives of the section and in response to changing requirements recommend appropriate staff training.

Financial Services

· Assist in finalisation of year end processes and procedures and in the preparation of Council’s Annual Financial Statements
· Prepare Council’s Annual Budget for inclusion in the Delivery Program and Operational Plan.

· Oversee, analyse and assist in the preparation of budget reports to Managers/Directors, so as to ensure that each department’s results are accurately reflected and to assist Managers/Directors to ensure budget compliance
· Assist in the maintenance of Council’s General Ledger, including creation of new numbers and amendments to current numbering and structure
· Supervise and assist in the preparation and timely submission of all Australian Taxation Office returns in relation to FBT and GST
· Assist in submission of grant returns and acquittal documentation as required
Procurement and Accounts Payable

· Ongoing reviews of Accounts Payable and Procurement processes with a view to recommend areas for productivity, procedural and probity improvements.

· Ensure Council’s Financial Delegations register is maintained and updated
· Supervise the Council’s borrowings including all necessary authorities and approvals
Revenue and Customer Service

· Develop the Revenue Budget and Revenue Policy, consisting of ordinary rate revenue, water, sewer and waste revenues, through administering the rating system and the development of Integrated Planning, the Long Term Financial Plan and the Asset Management Plan.

· Ensure the rates levy is issued and collected, and rate notices are correctly served, including any supplementary rate levies

· Supervise processing of applications for postponed rates.

· Supervise the balancing of Council’s valuation roll.

· Supervise and ensure debt recovery procedures are undertaken and advise on recovery action.

· Ensure pensioner concession legislation is applied correctly and returns to Division of Local Government are processed on time.

· Supervise preparation and organisation of the sale of land for unpaid rates auctions.

· Supervise Council’s Accounts Receivable functions ensuring invoices are raised correctly and in a timely manner.

· Supervise the delivery of effective customer service delivery.

General

· Prepare and present detailed reports to Committee and Council meetings as required.

· Ensure all statutory reporting obligations are met including Statement of Compliance, Financial Data Return and other Office of Local Government requirements

· To maintain competency in all aspects of Councils Accounting Systems including maintenance, improvements and upgrades as released

· Ensure that all changes to legislation impacting on Local Government Finance is relayed to the appropriate Council staff
· Develop, review and update all relevant Finance policies and procedures.
· Other duties as requested by the Finance Manager
SELECTION CRITERIA

Essential Criteria

· Tertiary qualifications in Commerce or Accounting
· Relevant work experience, preferably in either a commercial or Local Government environment
· Demonstrated computer literacy with high level competency in Microsoft Excel and Word 
· Experience working with a computerised accounting package
· Sound written and oral communication skills
· Ability to prioritise work with conflicting time pressures and meet deadlines

· Self motivated with the ability to work as a team member and unsupervised
· Ability to solve problems using own initiative
· Ability to maintain confidentiality, tact and discretion when dealing with people
Common Criteria
· Hold a WHS General Construction Induction Card.

· Be prepared to work under Council’s Policies and procedures including Work Health and Safety, Equal Employment Opportunity and Code of Conduct.

· Demonstrated commitment to reconciliation, and to working constructively and respectfully with Aboriginal and Torres Strait Islander individuals and communities.

· Be willing to commit to further training and development, as required and supply a Unique Student Identifier code. (This can be obtained at http://usi.gov.au/create-your-USI/Pages/default.aspx).
    Desirable Criteria

· Minimum three - five (3-5) years’ experience in Local Government Finance or relevant Accounting Role 

· Knowledge and understanding of Australian International Financial Reporting Standards (AIFRS) and Tax Legislation (including FBT and GST) and their application to Local Government
· Demonstrated knowledge of Local Government Accounting Systems
· Class C Drivers licence
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