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POSITION DESCRIPTION

	POSITION TITLE:

	Financial Accountant

	POSITION NO:

	TBC – NEW POSITION

	CLASSIFICATION:

	Band 7

	AWARD / LWAA:
	Moreland City Council Enterprise Agreement 2018

	DEPARTMENT:

	Finance

	BRANCH:
	Finance and Property

	WORK UNIT:
	Finance

	REPORTS TO:

	Financial Accounting Coordinator

	SUPERVISES:
	Finance Officer
Accounting Officer

	PREPARED BY:
	Unit Manager Finance

	APPROVED BY:
	Executive Manager Finance (CFO)


As an employee of Moreland City Council you are required to observe all Policies, Codes of Conduct, use and wear personal protective clothing and equipment (where applicable) and follow work instructions and relevant regulations.

1. POSITION OBJECTIVES:

This position is responsible for:
· Ensuring that Council’s financial reporting is of a high quality and complies with statutory reporting requirements under various Acts and accounting conventions, namely the Local Government Act and Australian Accounting Standards. 

· Ensuring and maintaining the accuracy and integrity of Council’s financial information and data.
· Responsible for treasury management, including Council’s borrowings, investments, cashflow management and bank reconciliation function.
· Providing high level financial advice and analysis including, but not limited to, financial modelling, accounting standard compliance and taxation as it relates to Council. 
2. KEY RESPONSIBILITY AREAS:

Financial Reporting

· This position is primarily responsible for the generation of Council’s financial reporting including the Income Statement, Cashflow Statement and Balance Sheet ensuring that it complies with legislation and accounting standards.
· Completion of Council’s statutory reporting requirements in a timely and accurate manner, including completion and submission of Taxation documents to the ATO.
· As part of the Finance team, ensure that the financial information contained in reports submitted to the Executive Management and Council are complete, reliable, useful and accurate.
· Coordinate the planning of Council’s annual year end close including the completion of the annual financial report and standard statements.  
· Oversee the preparation of relevant government returns/surveys as relevant to the role in a timely manner. 
· Ensure accurate and timely information are provided for the annual auditing process as required.
· Completion of information as required for Internal Audit and Council’s Audit Committee.
Financial Management

· This position is primarily responsible for the maintenance and integrity of Council’s General Ledger.
· Ensure that all balance sheet reconciliations are completed in a timely and accurate fashion.
· Manage, evaluate and improve the quality of internal controls over financial systems.
· Regularly review subsidiary system interfaces and their accurate and appropriate impact on the general ledger e.g. Property & Receipting system, Payroll system and Banking system.
· Maintain appropriate internal service standards and regular review and improvement of financial services processes and procedures.
· Ensure that internal and external audit findings and recommendations are reviewed and actioned within agreed timeframes. 
Treasury Management

· Responsible for the management of Council’s financial holdings including borrowings, investments and cashflow.

· Monitor Council’s cash flow and cash flow projections and ensure optimum rates of return are achieved on surplus funds within the parameters of the investment policy.
Strategic Planning 

· Contribute to Council’s business planning process by inputing into financial forecasting models.
· Maintain and improve the reporting linkages necessary for business planning reporting requirements and the completion of the overall cashflow planning cycle.
Technical Advice and Training

· Provide advice and training to Council management and staff on taxation issues as they relate to Council (Goods and Service Tax and Fringe Benefits Tax)
· Provide up to date advice and ensure compliance with technical accounting issues such as Australian Accounting Standards and any other relevant legislation relating to the Finance function.
· Maintain current knowledge of Australian Accounting Standards, advise of and implement any changes required to ensure compliance 
Continuous Improvement

· Implement and maintain Continuous Improvement System standards and procedures.

Occupational Health & Safety

· Implement and maintain health and safety standards and procedures according to legislation and consistent with MoreSafe.

Diversity & Equity

· Undertake all duties with an awareness of and sensitivity to diversity and equity in accordance with Council policy.

Other duties

· Required to undertake other duties as directed.

3. ORGANISATIONAL RELATIONSHIP:

Reports to: 
Financial Accounting Coordinator
Supervises: 
Finance Officer


Accounting Officer
Internal Liaison: 
Directors

Managers

Staff
External Liaison: 
External auditors
VAGO and other government agents

Other Councils

Key Accounting Standard regulating bodies
JOB CHARACTERISTICS RELEVANT TO THE POSITION

The following Job Characteristics should be read in the context of the definitions describing the characteristics required of a Band 7 employee as outlined in Part B of the Enterprise Agreement (Victorian Local Authorities Award 2001, Appendix A, Part A - Employee Band 7, Clause 7).

4. ACCOUNTABILITY AND EXTENT OF AUTHORITY:

Accountable for:

· Ensuring financial records are maintained in an efficient, timely and accurate manner.

· Ensuring appropriate financial internal controls are adopted and maintained to accepted accounting standards across the organisation.

· Approval of Treasury Payments for Payroll and Creditors – Unlimited.
· Joint approval (along with another authorised signatory) of Investment transfers – Unlimited.

· Approval of general ledger journal transactions & account reconciliations as required.

· Accountable for balance sheet management.

· Accountable for general ledger management. 
· The freedom to act is subject to professional and regulatory review, and is governed by policies, objectives and budgets with a regular reporting mechanism to ensure achievement of goals and objectives. The effect of decisions and actions taken may have a substantial impact on clients and/or a significant effect on the public perception of the organisation.
· Accountable for the delivery of timely, accurate and effective specialist advice, with the authority to regulate clients.
5. JUDGEMENT AND DECISION MAKING:

· Independent judgement is required on day to day operations of the Financial Accounting business unit.
· Required to solve problems and contribute to the development and adaptation of work methods, procedures and processes.
· Guidance is not always available within the organisation.
· When contributing to policy formulation the primary challenge will be intellectual and will require the identification of a range of options before a recommendation can be made.
6. SPECIALIST KNOWLEDGE AND SKILLS:

· A demonstrated knowledge of Australian Accounting Standards and their application within the local government sector. 

· Extensive knowledge of up to date Australian Accounting Standards.
· Professional membership of CPA Australia or the Institute of Chartered Accountants of Australia.  

· Knowledge and skills in specifying financial system requirements and reports.

· Familiarity with the capabilities and operational principles of Microsoft Dynamics and/or Magiq desirable.

· Intermediate MS Office suite and email skills and experience essential.

· Advanced MS Excel skills.

· Ability to develop and implement organisational financial policies and regulations. 

· Experience in financial systems reporting, including drafting reports

· Excellent numeracy and data analysis skills.

· An understanding of the long-term goals of the wider organisation, of its values and aspirations, and of the legal, socio-economic and political context within which it operates.

7. MANAGEMENT SKILLS:

· Ability to manage time, set priorities, and plan and organise one’s own work (and, where appropriate, that of other employees) to achieve specific and set objectives in the most efficient way possible within the resources available and within a set timetable despite conflicting pressures.
· Ability to plan and organise and negotiate targets with line managers relating to year end reporting
· Ability to exercise initiative and find solutions to problems. 

· Proven record of implementing change and best practice solutions.
· Strong change management skills and experience.

· Ability to review, improve and implement processes.

· Understanding of and an ability to implement personnel policies and practices including those related to awards, equal employment opportunity and occupational health and safety policies, recruitment and selection procedures and techniques, position descriptions and employee development schemes. 

8. INTERPERSONAL SKILLS:

· Ability to gain co-operation and assistance from clients, members of the public and other employees in the administration of broadly defined activities and to motivate and develop other employees.

· Ability to liaise with counterparts in other organisations to discuss and resolve specialist problems and with other employees within their own organisation to resolve intra-organisational problems.
· Demonstrated attention to detail

· Ability to work co-operatively with others to achieve agreed goals, aims and objectives.

· Highly developed ability to influence and persuade.

· Highly developed communication skills.

· Strong customer service focus.

· Ability to work autonomously and as a team member.

· Strong commitment to Council’s values.
9. QUALIFICATIONS AND EXPERIENCE:

· Degree in accounting or business. 
· CPA/CA qualification. 
· Minimum of five years’ experience in accounting or finance in a senior position. 

· Experience in computerised financial systems or information systems.

· Experience with managing year end statutory reporting/ auditing processes in large, complex organisations.

· Experience in treasury and finance accounting, with exposure to Local Government regulations or similar.

10.  PHYSICAL REQUIREMENTS OF THE POSITION

TASK ANALYSIS

In the course of his/her duties, a person in this position may be expected to work in or be exposed to the following conditions or activities as marked. 

	Condition/Activity
	Constant
	Frequent
	Occasional
	N/A

	
	
	
	
	

	Manual handling weights -above 10kgs

                                         -below 10kgs
	(  )

(  )
	(  )

(  )
	(  )

(√)
	(  )

(  )

	Manual handling frequency
	(  )
	(  )
	(√)
	(  )

	Repetitive manual work
	(  )
	(  )
	(  )
	(√)

	Repetitive bending/twisting
	(  )
	(  )
	(  )
	(√)

	Working with arms above head
	(  )
	(  )
	(  )
	(√)

	Lifting above shoulder height
	(  )
	(  )
	(  )
	(√)

	Using hand tools – vibration/powered
	(  )
	(  )
	(  )
	(√)

	Operating precision machinery
	(  )
	(  )
	(  )
	(√)

	Close inspection work
	(  )
	(  )
	(  )
	(√)

	Wearing hearing protection
	(  )
	(  )
	(  )
	(√)

	Wearing eye protection
	(  )
	(  )
	(  )
	(√)

	Working in dusty conditions
	(  )
	(  )
	(  )
	(√)

	Working in wet/slippery conditions
	(  )
	(  )
	(  )
	(√)

	Wearing Gumboots
	(  )
	(  )
	(  )
	(√)

	Wearing safety shoes/boots (steel cap)
	(  )
	(  )
	(  )
	(√)

	Working with chemicals/solvents/detergents
	(  )
	(  )
	(  )
	(√)

	Washing hands with soap (hygiene)
	(  )
	(  )
	(  )
	(√)

	Working at heights
	(  )
	(  )
	(  )
	(√)

	Working in confined spaces
	(  )
	(  )
	(  )
	(√)

	Working in chillers (+4 degrees C)
	(  )
	(  )
	(  )
	(√)

	Performing clerical duties
	(  )
	(  )
	(  )
	(√)

	Working on a keyboard
	(  )
	(  )
	(  )
	(√)

	Driving cars and/or trucks
	(  )
	(  )
	(  )
	(√)

	Other (please specify)_______________________
	(  )
	(  )
	(  )
	  (√)




      ________________________
Other special features (e.g. nature of chemicals, travelling requirements, etc):

____________________________________________________________________________________________________________________________________________

11.  KEY SELECTION CRITERIA

· Degree in accounting or business. 
· CPA/CA qualification. 

· Proven knowledge of accounting standards.

· Proven experience of statutory financial reporting for complex organisations, including asset accounting and taxation.

· Proven experience in managing accounting process/functions.

· Experience in computerised financial systems or information systems 
· Experience with accounting and financial reporting in large, complex organisations.
· Experience in treasury and finance accounting, with exposure to Local Government regulations or similar.

SIGNATURE PAGE

This is to certify that the position description has been drawn up/reviewed by both employee & Supervisor/Manager.



Date
/
/

(Staff member’s signature)



Date
/
/

(Supervisor/Manager’s signature)

Please send original signed document to the HR Officer (Human Resources) and also forward an electronic version to be filed in the Position Description database.

	DATE CREATED: 
	DATE MODIFIED: 

	DATE APPROVED: 
	DATE PRINTED: 
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