	 [image: image1.jpg]L lroor S

CITY COUNCIL




	Position Description




	Position Title
	Accounting Cadet

	Division
	Finance & Assets Department

	Department
	Finance

	Reports to
	Financial Services Manager

	Current Status
	Permanent Full Time

	Band/Level
	Band 1 Level 1

	Grade
	T4 – T10
	

	Step 
	N/A

	
	

	Last Reviewed
	October 2017

	
	

	Conditions of Employment
	The employee will work according to conditions provided under the Local Government (State) Award  as varied from time to time, and the Council Policies/Systems including, but not restricted to:

*
Council's Salary Administration System

*
Council's Code of Conduct

*
Equal Employment Opportunity

*
Equity & Access to Training

*
Performance Appraisal



	Work Health and Safety (WHS)
	The employee who occupies this position must abide by Council’s WHS policies and procedures as described in Council’s WHS Manual. The employee must participate in the completion of relevant WHS/Risk documentation and take all reasonable and practicable steps for their own health and safety and of others affected by their actions at work.




Position Summary

The Accounting Cadet will assist the Finance Division, Accounting Department and will be responsible for assisting the Finance Manager and the Graduate/Accountant deliver sound financial plans for Council.
The position will develop skills associated with all processes involved in Local government financial accounting, general ledger, accounts payable and receivable, procurement, inventory, assets, rating and water.  
The position will assist in the preparation and reporting on financial statements in compliance with legislative requirements, financial assets including regular revaluation of asset classes and management of the insurance portfolio.

The position holder will assist in liaising with business unit managers and administration staff, providing advice on financial issues pertaining to their unit.
The cadetship will require you to study tertiary qualifications continuously until completion.
Specific Duties and Responsibilities

· Complete a structured training and development program that will include undertaking part-time study and gaining on-the-job experience in the work areas of Accounting.  
· To assist with the development of strategic financial management plans.
· Work closely with divisional managers to ensure efficient and effective financial management.
· Assist and perform financial management reporting and its correlation with management performance assessment.
· Assist in the development of strategic financial management models and plans for the development, renewal and maintenance of major infrastructure and assets.
· Process Asset Accounting information, including the reconciliation of the Asset Registers.
· Prepare monthly and yearly reconciliations.
· Provide assistance with the functions of Revenue, Accounts Payable, Treasury and Purchasing as required.
· Assist in the design of financial management systems and processes that support management to assess and monitor strategic performance.
· Attendance at Management meetings as required

· Comply with Councils Code of Conduct, Professional Standards and Statutory requirements, ensuring proper and ethical behaviour at all times

· Ensure professional advice, guidance and direction is provided on technical and legislative matters relating to budgeting, financial planning and management accounting.

· Initiate and resolve all correspondence with the agreed turn around times

· Comply with Councils EEO Program

· Assist to prepare reports for Council and Council Committees as required

· Assist to provide direction and support to managers in terms of strategic financial management and performance within their program areas.

Core Duties and Responsibilities

Following is a list of duties and responsibilities that are required in this position, as well as other positions within the organisation;

· Processing Customer Enquiries

· Receive customer enquiries is a courteous and efficient manner

· Research, assess and respond to customer enquiry within an appropriate timeframe

· Complete Time Sheets / Leave Applications

· Complete Time Sheets

· Complete Leave Forms

· Work Health and Safety Responsibilities

· Ensure all work is performed in accordance with requirements of the WHS Policy, procedure and legislation. This includes the knowledge of, and use of Safe Work Method Statements and standard operating procedures.

· Take reasonable care for your own Health and Safety as well as that of others.

· Have an understanding of the Health and Safety requirements associated with their employment.

· Report all identified hazards, accidents/incidents and near misses to their Supervisor.

· Use and maintain all safety equipment and personal protective equipment (PPE) in accordance with relevant standards and policies.

· Working in accordance with relevant competency standards.
· Recordkeeping Responsibilities
· The incumbent is to undertake responsible and accountable practices for keeping full and accurate records and information for all corporate activities and decisions

· Prioritise and complete allocated Recordkeeping activities 
Supervisory Responsibilities

Nil
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I agree to the requirements of this Position Description.

_________________________
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Employee
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_________________________
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Manager



Date

Selection Criteria
Essential
· Completion of the Higher School Certificate allowing undergraduate admission through external studies in the Bachelor of Business (Accounting) or similar
· A Class C Drivers Licence or be in the process of obtaining such licence.
· A willingness to learn and further develop professional skills

· Demonstrate a high level of initiative and self motivation

· Excellent written and verbal communication skills and excellent presentation skills

· Commitment to Work Health and Safety

· Demonstrated commitment to the principles of honesty and integrity
Desirable

· The ability to work with limited supervision and meet deadlines.

· Ability to deal with both internal and external customers in a courteous manners
· Ability to work within a team based environment.

