NGANAMPA HEALTH COUNCIL INC.

POSITION DESCRIPTION

Position Title

Financial Accountant
Location


Alice Springs 

Award


Aboriginal Community Controlled Health Services Award

Classification 

8.4
Responsible to

Chief Financial Officer 
KEY RESPONSIBILITIES

· The role is primarily responsible to provide assistance to the CFO and finance team to manage the organisation’s accounting systems, financial reporting, management of cash resources and payroll. 

· Assist the CFO with the management of the organisation's financial resources including banking and investment strategies, liaison and follow up of funding authorities and meeting accountability requirements of the Tax Office, statutory and funding bodies.

· Prepare annual FBT return for the organisation 

· Prepare Annual Fuel Tax Credits claimable with ATO

· Prepare the annual budget for the organisation and for each of the separately accountable programs

· Assist with Payroll functions if required including checking pays before processing

· Assist the CFO to ensure that procedures and policies are adhered to and the integrity of the financial systems are maintained
· Provide financial advice and regular financial performance reports to the Chief Financial Officer, Health Services Manager and the Nganampa Health Council Health Committee.

· Assisting the CFO to ensure that sound corporate governance of the organisation's assets are monitored and maintained.

JOB DUTIES

· Provide and analyse monthly and quarterly Income and Expenditure and Balance Sheet reports for the Chief Financial Officer (CFO), Health Services Manager (HSM), Programme Managers and Board
· Prepare working papers for month end, quarterly and annual financial reports for review by CFO
· Assist with yearend preparation for Audit
· Ensure other accountability and reporting requirements are met for all funding and statutory bodies

· Maintain an up to date register of funding body funding agreements

· Track incoming grant and other income from funding bodies, issue invoices where required and follow up overdue income

· Ensure that an Asset Register is maintained that meets statutory, funding body and accounting standard requirements

· Prepare Annual Fuel Tax Credits claimable with ATO for current and prior years
· Prepare the annual budget for the organisation and for each of the separately accountable programs
· Assist CFO to manage cash flow and management of cash investments, bank accounts and banking relationships

· Prepare annual FBT return for the organisation by due date and ensure paid when due
· Calculate workers compensation levy and ensure it is paid by the due date

· Assist with Payroll functions if required including checking pays before processing

· Assist finance team to train staff on new payroll system

· Assist Accounts Manager if required
· Ensure backups tapes are inserted into server for the nightly backup of data
· Comply with all Occupational Health Safety and Welfare policies and procedures and promote safe work practices and a safe workplace. 

· Undertake other duties as directed by the Chief Financial Officer
RELEVANCE TO NGANAMPA HEALTH COUNCIL STRATEGIC PLAN

· The role is primarily responsible to provide assistance to the CFO and finance team to manage the organisation’s accounting systems, financial reporting, management of cash resources and payroll. These functions are all critical to the effective and efficient operation of the organisation. If these functions fail then ultimately the 
delivery of front line services will stop.

SELECTION CRITERIA

ESSENTIAL

· Tertiary qualification in accounting/commerce/economics

· At least 5 years relevant experience
· High level of attention to detail

· Accuracy in work outputs

· Ability to work under pressure and meet deadlines

· An organised, methodical approach to work procedures and processes

· Excellent time management skills

· Excellent written and verbal communication skills

· Experience with accounting software such as Xero, MYOB or Quickbooks 
· Extensive use of Excel, including use of formula’s and V Look-up

· Ability to liaise effectively and professionally with external funding agencies and other stakeholders

· A great customer service ethic including the ability to communicate with people with English as a second language
· A passion for contributing to improved socioeconomic outcomes for indigenous people

· A track record of innovation and excellence / introduction of best practice
· Ability to maintain confidentiality

DESIRABLE

· CA or CPA or equivalent or well advanced in meeting these membership criteria

· Attaché accounting/payroll software experience is helpful but not essential

· Experience with KeyPay software is desirable but not essential

· Previous experience working with Aboriginal people or in a cross cultural setting

· Previous experience working in the health care sector

TERMS AND CONDITIONS OF EMPLOYMENT

· The position is offered on a four month contract basis. The timeframe maybe extended beyond the four months depending on work load and other staffing availability 
· Occasional visits by 4WD vehicle or light aircraft to the Anangu Pitjantjatjara Yankunytjatjara (APY) Lands maybe undertaken 

· Some additional work hours maybe required from time to time. Time off in lieu within set guidelines may be negotiated. There are no paid overtime provisions applicable to this position

· Appointment will be conditional upon a satisfactory police check

By signing this document you are demonstrating that you have read and/or understood the scope of the OCSW role and agree to perform all duties as required 

Print Name:  
……………………………………………………..

Signature:

……………………………………………………..

Date:

……../……../……..
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