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NYANGIRRU PILIYI-NGARA KURANTTA - CORPORATE SERVICES
POSITION:
                FINANCE SUPERVISOR
POSITION NO:

CSS-13     POSITION DESCRIPTION REVIEWED:  October 2018
REPORTS TO:
Corporate Services Section Manager them and through, the General Manager.
LEVEL:

Administration Level 8.1 – 8.4 ($82,528 - $96,830) per annum dependent on experience.

CONDITIONS:

1 – 2 year contract.



3 month mandatory Probation Period.


6 weeks pro rata annual leave with 17.5% leave loading.


10 days sick leave per annum, pro rata


9.5% employer superannuation.



All other terms and conditions of employment are as per current 



Anyinginyi Enterprise 
Agreement.


Salary Sacrificing: 

A minimum amount of $15,899.94 per annum can be packaged.  It is 
recommended that you speak with your own Accountant or Financial 
Adviser to ensure that salary sacrificing arrangements suit your personal 
situation.

Relocation:

Where applicable, contact HR Office for further details.

Accommodation:

Where applicable, contact HR Office for further details.

  Vehicle:

A vehicle does not come with this position. However, a pool of vehicles are 
provided within each Section for business purposes only.  Use and 
maintenance of these vehicles will be in accordance with the Anyinginyi 
Motor Vehicle Policy.  You must be in possession of a validated license at all 
times.  

  Dental:

Free General Dentistry is offered to Anyinginyi employees, any Laboratory 
work must be paid for by the employee. 

Gymnasium:
Free gym membership is offered to all employees only.

Prescriptions:
Free general prescriptions for Anyinginyi employees only.

Ochre Card:


It is compulsory to be in possession of an Ochre Card (NT Working with children) or have the ability to apply for one prior to commencement of employment.  Please refer to NT Safe for further information.

National Police 

Where applicable, please contact HR Office for further details.

Check:

Hours of Work: 
Monday – Friday, excluding public holidays

Between 8.00am – 5.00pm Accrued Day Off (ADO) access OR
8.24am – 5.00pm – no ADOs access


OUTLINE OF POSITION OBJECTIVES AND DUTIES
Primary Objectives
The Finance Supervisor will be responsible for providing high level financial support and advice to the Section Managers and the General Manager and where directed the Board of Directors. The Finance Supervisor must pro-actively build the financial capacity of the organisation as well as the financial management skills of all Section Managers and employees who use our financial management programs.

The Finance Supervisor is to work with the Chief Financial Officer (CFO) of Anyinginyi Health to ensure and maintain robust and transparent financial management accountable to our members and funding bodies.  And fellow Corporate Service Section Supervisors in maintaining a holistic high quality of services to Anyinginyi Health.
Duties

Budgets
1. Oversee the collection and analysis of financial information and provided monthly, quarterly, annual reports to manager’s management whilst ensuring that financial information has been recorded accurately.
2. Prepare forward estimates, enter budgets, and analysis. 
3. Contribute to budget planning, amending budgets, and tracking actual expenditures.

4. Manage the processing and approval of key financial documents including revenue, expenditures, and cash flows, and accounts in coordination with CFO. 
5.  Provide accurate and timely advice of actual income and expenditure against that budgeted and report on any variations that occur.
General Processing

1. In coordination with the Assets and Property Office assist in all purchasing, cash receipts, recording of assets and other financial transactions.

2. Make sure that all accounts are paid at the appropriate time, and that good business relations are maintained with suppliers.

3. Communicating and working closely with Section Managers and employees while monitoring all operational requirements and processes. 
4. Assist in the entry and reconciliation of data to the general ledger

5. Assist with processing of payroll and PAYG / Superannuation and liabilities.

6. Assist in the processing of enquiries from debtors and creditors.

7. Assist employees with all enquiries including Salary Packaging arrangements

8. Lodge Small claims for Debtors.

9. Ensure all contracts with other departments / supplier / landlords are kept secure and updated.

10. Dental payment procedures are maintained and updated to reduce Debtors 

11. Ensure ANZ banking requirements are sustained correctly and updated. 
12. Organize and ensure all insurances for the organisation is up to date and reviewed regularly.

Shared Collaboration

13. Maintain robust internal controls by regularly reviewing all financial policies and making recommendations to the Chief Financial Officer and/or Corporate Services Manager on any changes that maybe required to prevent fraud and strengthen good accounting practices.
14. Train Section Managers and or other staff in Anyinginyi Health Accounting systems i.e XERO, including payroll (timesheet) training to all staff when required. 

15. In coordination with the Assets and Property Supervisor Audit and maintain Motor Vehicle, Telephone account / numbers, Bonds/housing/Key deposits records.
16. Assist Human Resources and Grants with expenses / staffing levels and other reporting required for funding reports.
17. Assist Human Resources when required with staffing contracts / reallocations / reimbursements / Travel/ lease agreements etc.
Auditing

18. Coordinate with the Chief Financial Officer the audit arrangements and Grants Team on the requirements of all Anyinginyi Health programs and projects so as to ensure a smooth audit process.
19. Liaise with the auditor to ensure the timely completion of the audit process. Including overseeing end of month and end of year closing activities.
Supervision and Leadership

20. Supervise the Finance Team including directing daily work activities and assigns work to staff within Team management principles for efficient and effective services of high performing individual performance.

21. Acknowledge and respect racial diversity values beliefs, customs and traditional practices of Anyinginyi clients and staff.

22. Adhere to Anyinginyi policies and procedures, be responsive to the Corporate Services multi-skilled multi-tasking environment.

23. Make positive contribution to strengthening cultural behaviours, team cohesion and organisational harmony for our team, Corporate Services Section and Anyinginyi Health.

24. Other duties as specified from time to time by the Corporate Services Section Manager.
In the course of duty the Finance Supervisor will be exposed to highly confidential and sensitive information, and so requires a highly professional code of ethics and commitment to the maintenance of confidentiality.

Selection Criteria

Essential
1. Knowledge and understanding of Aboriginal societies and cultures and an understanding of the issues affecting Aboriginal and Torres Strait Islander in contemporary Australian society.
2. Respect for traditional Aboriginal culture and cultural diversity and the ability to communicate effectively and sensitively with Aboriginal/culturally diverse people.

3. Demonstrated ability and experience in the development, maintenance and implementation of budgets for a variety of different operational areas, as well as consolidated organisational wide budgets and cash flow forecasts.  Experience in the reporting of actual fund flows versus budgeted and any variances.

4. Demonstrated ability and experience in the preparation of financial statements that are accurate, concise and easily interpreted by non-financial personnel.

5. Demonstrated high level ability of management of employees/teams and human resource principals and procedures of supervision.

6. Demonstrated excellence in written and verbal communication skills with ability to liaise with people from a variety of backgrounds, self-motivation and time management skills

7. Experience mentoring and supporting supervised staff as well as monitoring and addressing issues in staff performance

8. Experience with computer based accounting programs.
9. Formal IT training.  Experience with XERO MYOB and Microsoft office programs

10. Current NT Motor Vehicle License or the ability to obtain one.

11. Be in possession of or have the ability to obtain an OCHRE Card (Working with Children)

12. Working towards CPA qualification
Desirable
1. CPA qualified and or tertiary qualifications in business finance or equivalent

3.
Experience and/or knowledge of grant funding requirements of both the Northern Territory and Federal Governments and obtaining of funds by other means.

ANYINGINYI HEALTH ABORIGINAL CORPORATION





� EMBED PBrush  ���








“Ngarunyurr Parlpuru Munjarlki”
Prevention is the Solution

Finance Supervisor – Nov 2018 – DRAFT
 Doc ID: F.069 
 Page 1 of 5
Printed copies are for reference only.  This is not a controlled document once printed.

_1137243361

