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POSITION DESCRIPTION


	Position Title 
	Finance Officer

	Location
	National Office Team

	Reports to
	Senior Financial Accountant

	Direct Reports
	Finance Officer

	Primary purpose of position
	· Contribute to the efficient and effective management of financial services including payroll in accordance with good accounting practice. 

· Contribute to the National Office team and National Leadership Team

	Grow Teams
	National Office Team 


ABOUT GROW 
Grow is an Australian community driven organisation specialising in mental health support. Our programs are designed for people to take back control of their lives, overcome obstacles and start living a life full of meaning, hope and optimism. Grow offers the opportunity for people to share challenges and solutions for recovery in a supportive and structured way within the context of a caring, sharing community. 

Our Vision
Empower individuals to create the personal change that leads to social and emotional wellbeing and re-engagement in the community.
Our Values

Personal responsibility, personal value, mutual respect and friendship

KEY ACCOUNTABILITIES AND RESPONSIBILITIES

1. Accountability – Financial Management
Responsibilities
· Provide administrative support and information to all Grow employees regarding Payroll, Superannuation, Annual Leave, Sick Leave, Long Service Leave and Parental Leave and Salary Sacrifice.

· Ensure all payroll administration records are maintained including setting up new staff, making changes as advised by staff or managers and removing staff who have been terminated. 

· Update payroll systems as directed to ensure accurate and timely process for changes to Grow's Enterprise Agreement, FairWork Australia Act, Australian Accounting Standards and Grow Policy and Procedures as instructed by the Human Resources Manager and Senior Financial Accountant.
· Ensure salary sacrifice payments are made in accordance with agreed employee arrangements.

· Liaise with outsourced Salary Sacrifice provider. 
· Process in adding all the income received from Centrelink for Residents.
· Enter into the finance systems all other income received including donations and group deposits, and issue receipts where required. 

· Process accounts payable payments and allocate expenditure according to organisational program budgets and as directed by the Senior Financial Accountant
· Accurately code accounts payable and receivable in accordance with national budget and contracts.
· Bank money received.
· Manage registers of Telstra, Optus and Custom Fleet – data entry into the spreadsheets.

· Place inventory orders on request from Managers

· Manage petty cash, credit card, debit cards and corporate traveler – receiving confirmation from the managers and data entry into MYOB. 
· Ensure authorisation of internet banking and arrange signing of cheques. 
· Check and follow up payments from outstanding debtors – monthly

· Check and follow up on payment to outstanding creditors – monthly

· Finalising the bank reconciliations and other month end tasks as requested by the Senior Financial Accountant.
2. Accountability – Internal Systems & Processes 
Responsibilities
· Undertake accurate bookkeeping processes for accounts payable and receivable, contributing to accurate funding acquittals and budget reports.
· Use understanding of budget and contract requirements to process day to day accounts.
· Manage staff day to day payroll queries. 
3.  Accountability – Relationship Management
Responsibilities
· Assist the finance team in their timely preparation and support for the audit team. 

· Take queries from Managers and Administration staff regarding accounts payable, receivable and payroll
4.  Accountability – Safety and Compliance
Responsibilities. 

· Provide and maintain a safe work environment for all stakeholders.

· Comply with all policies and procedure 

· Participate all activities that support a good safe environment

· Work within delegations of position

 CORPORATE RESPONSIBILITIES:

· Comply with all relevant legislation, regulations and policies and procedures, including Code of Conduct and workplace health and safety standards.

· Work within delegations of position.
· Maintain confidentiality of information pertaining to Grow members, carers, and Grow.

· Demonstrate high standards of personal and professional behaviour.

SELECTION CRITERIA

1. Demonstrated good knowledge and experience in financial and accounting services.  
2. Demonstrated high level of verbal, written and interpersonal communication skills. 

3. Demonstrated ability to manage time effectively and carry tasks through to completion 

4. Demonstrated understanding of continuous quality improvement.

5. Experience in the development of strong working relationships with other providers and funders and key stakeholders. 
Additional mandatory requirements 

· Degree in Accounting or similar qualification 
· Minimum five years’ experience in general accounting services and bookkeeping  

· Demonstrated skills and experience in the use of finance systems, Microsoft Office Suite and the ability to learn further finance programs and systems as required. 
· A Police Certificate is required in accordance with relevant legislation and Grow policy. Where applicable, additional state-based screening may be required.

· Evidence of Australian citizenship or current working visa. 
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