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POSITION DESCRIPTION
	Position Title
	Finance & Administration Manager

	Reference Number
	1.3.1

	Department
	Finance & Administration

	Position Reports To
	General Manager

	Positions Reporting To This Role
	Accountant, Food Services Manager, Administrative Support Officer- Switchboard, Administrative Supportive- Mail, Information Technology Specialist and Payroll.

	Work Location And Travel
	This position is located at Fulham Correctional Centre on 110 Hopkins Road, Fulham, VIC 3850. 

Interstate travel may be required. 

	Operating Environment
	
Fulham Correctional Centre is located in Fulham, Victoria, 10 kilometres west of Sale, Victoria.
Fulham is a 947 bed medium and minimum security prison for adult remand and sentenced males, including an 84 bed Nalu Youth Challenge community positioned outside the main prison complex. Fulham is currently the largest prison facility in rural Victoria and with approximately 1,000 prisoners released each year, has a strong focus on transitional services and programs.

Through investment in opportunities for prisoners to engage in work, education and programs, prisoners are not only held safely and securely but given every chance to turn their lives around. Issues behind much of the crime in our communities – such as violent attitudes, anti-social behaviours and the abuse of drugs and alcohol – are addressed through innovative programs and interventions. At the same time helping prisoners with day-to-day challenges such as developing a “work ethic” by gaining and holding down employment and finding a suitable place to live also help prevent a return to crime.

	Position Summary
	The Finance and Administration Manager supports the General Manager by managing all financial and administrative aspects of Fulham Correctional Centre. This will include preparation and maintenance of accounts, records, financial statements, as well as implementing and maintaining GEO’s purchasing policies.

The Finance and Administration Manager is also responsible for stores, food services, asset management control and insurance, IT, GEO’s Prisoner management system, Prisoner monies, Payroll and the Prisoner shop. recommendations.  




Key Accountabilities
	· Implementation, management, review and approval of all financial and administrative aspects of Fulham Correctional Centre, including but not limited to preparation and maintenance of accounts, records, financial statements and staff payroll.

· Directs the maintenance of control procedures involving the collection, evaluation, processing, preparation, submission and reconciliation of accounts.

· Development, implementation and maintenance of finance, administration, information technology, foods services, and purchasing policies and procedures and operating manuals.

· Co-ordinates the preparation of the Centre’s annual budget, monitors budget performance and advises stakeholders of the budget status including financial trends.

· Oversees and manages SME contracts and procurement systems.

· Oversees the delivery of prisoner services, including canteen, stores and kitchen.

· Assists in overall Centre planning activities.

· Participates in Centre management committees, policy and procedure development, continuous improvement and other tasks assigned by the General Manager.

· Liaises with the client on contract management issues when required.

· Provides regular advice and consultation to GEO Head Office with regards to functional responsibility issues relevant to the correctional centre.

· Provides liaison between the Administrative and Finance Department and other Centre Departments.

General Responsibilities:

· Build and maintain effective professional relationships, negotiating and resolving operational, technical and managerial issues, as well as building individual capability of the Department.

· Develop a team based approach to planning and decision making.

· Develop innovative processes and procedures that maximise Centre efficiencies and responses to client needs.

· Understand and ensure that the integrated management system described in the Governance, Risk and Compliance Manual (GRC) and Quality, Environmental, Safety (including Food Safety) Policies is complied with; and ensure any operational, quality, environmental, workplace safety or food safety non-conformance, incident or accident is immediately reported through the appropriate channels.

· Display high levels of integrity and honesty and adhere to GEO’s HR2.01 Code of Conduct and Ethical Behaviour, as well as all other applicable policies and procedures.

· Remain knowledgeable regarding relevant statutory requirements.
· Have clear understanding of day to day contractual deliverables.

 

	Key Selection Criteria:

	
	Essential:

· A degree in accounting or a related discipline from an accredited university.

·  Practical working knowledge of Australian Standards of Accounting and Commercial accounting practises.

· Experience in a similar management position.

·  Ability to contribute to the philosophical, strategic and financial development of a Prison.

· Sound knowledge of financial, administrative and computerised procedures relating to business practices in a medium/large organisation.

·  A sound knowledge of contract compliance within a service delivery environment.

·  Highly developed communication, negotiating and analytical skills with the ability to effectively communicate with a wide range of community, specialist and management groups.

· Ability to develop and establish innovative guidelines and procedures that contribute to the Prison’s overall efficiency.
Desirable
· Current membership from a professional accounting body, such as CPA.

	Other Requirements of the Role
Ability to work within a correctional setting, which will involve direct contact with prisoners.

Valid and current full Australian driver’s licence. 

Satisfactory completion of a National Criminal History Check.

Ability to obtain and maintain a security clearance.

Work outside of ordinary business hours may be required on occasion.


	


Employee Acceptance



I acknowledge that the statements included in this position description are intended to reflect duties and responsibilities that I may be required to undertake and are not to be interpreted as being all inclusive.

I have read, understood and accepted the above position description and associated attachments.

	NAME
	SIGNATURE
	DATE

	
	
	


Master copy lodged with HO (SMT only)    ☐
       Master copy lodged with department monitor    ☐
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