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	Classification:
	CEMEA 2022, Education Support Services, Category A, Level 5 (subdivision dependent on experience)

	Employment Type:
	Full time; Ongoing 

	Reports to:
	Leader of Business Operations  

	Direct Reports:
	Finance Assistant, Accounts Payable Officer, Accounts Receivable Officer, Payroll Officer


Context
[image: A picture containing chart

Description automatically generated]Sacred Heart College is a proud, dynamic, high performing school community with strong traditions, a rich history and a deep sense of community and welcome. Our Catholic Identity is best exemplified through a program of education that encourages students and staff to pursue the Mercy values of compassion, justice, respect, hospitality, service and courage. The Sacred Heart Way is identified through actions that uphold and advance Catherine McAuley’s vision of the lived Gospel, which is at the heart of our community.

Strategy 2021 and Beyond articulates our vision of educating girls in the Mercy tradition to make a difference in our changing world. Key elements of the strategy focus on opportunities to reimagine learning that enables members of our school community to be creative, self-directed and critical thinkers, who are inspired to learn, whose natural inquisitiveness is nurtured and who strive for excellence.
The Finance Team plays a key role in enabling the College’s financial stewardship and long-term sustainability. They lead and manage financial operations, compliance and planning in alignment with the College’s strategic direction and values.
​​


Primary Purpose and Key Responsibilities
The Finance Manager leads and manages the Finance Team to ensure best practice financial operations, responsible stewardship, compliance and strategic alignment. This includes oversight of the College’s accounting systems, reporting, budgeting, forecasting, asset management, and compliance with relevant statutory, government, and organisational requirements.
Key responsibilities include, but are not limited to:
Lead and manage all aspects of the College’s financial operations, including payroll, accounts receivable/payable, and general ledger management.
Prepare and monitor the Annual Budget and manage financial forecasting in collaboration with the Leader of Business Operations.
Prepare and review monthly and annual financial reports, audit materials, government and census reporting, and other regulatory requirements.
Maintain and implement robust internal controls and ensure compliance with all financial and tax obligations.
Oversee fee collection and debt management in accordance with College policy.
Provide advice and support to the Principal, Leader of Business Operations, and other College leaders on financial matters and planning.
Coordinate and lead the College’s external audit process and ensure statutory compliance.
Support affiliate and community groups with financial processes and compliance.
Lead, mentor and support the Finance Team to ensure effective, timely and professional service delivery.
Provide financial modelling, analysis and reporting for strategic initiatives and sustainability.
Maintain and monitor the College Asset Register.
Participate in financial risk management planning and implement appropriate risk controls.

Other accountabilities and duties
In addition to the primary purpose and key priorities, the People and Capability Leader will:
Undertake other reasonable duties as directed
Document and maintain procedures relevant to the position 
Comply with the standards of a Child Safe organisation
Maintain and contribute to individual and collective responsibility for Health and Safety at the College
Undertake relevant professional and technical development 
The Finance Manager will have responsibility for ensuring administrative tasks, protocols and procedures relevant to the role are undertaken.
Key Relationships
Key relationships include:
Leader of Business Operations
Principal
Finance Team
College Leadership Team
Budget Holders
Affiliate Clubs and Committees
External Authorities (e.g. MEL, MACS, CECV, ATO)
Skills, Experience and Qualifications
Essential:
· Tertiary qualifications in Business, Accounting or Commerce (or equivalent).
· CPA or CA qualification.
· Demonstrated experience in financial management, including budgeting, compliance, and reporting.
· Strong leadership and team development capabilities.
· Excellent communication and interpersonal skills.
· High-level analytical and problem-solving skills.
· Proficient in relevant ICT platforms and financial systems.
· Understanding of financial compliance obligations and audit processes.

Desirable:
· Experience in educational or not-for-profit settings.
· Experience in financial strategy and planning.
· Proficiency in Synergetic.
· Membership of relevant professional associations.

This position requires a current Police Check and Employee Working with Children Check.
Child Safety
The Finance Manager will be committed to the College’s child-safe policy, comply with the Child Safety Code of Conduct, Mercy Education Limited Code of Conduct and all other policies and procedures relating to child safety. They will demonstrate a duty of care to students in relation to their wellness for learning and will proactively support a child safe environment.
Acknowledgment
A holder of this position acknowledges that:
· they have read and understood the general requirements of the position
· they are suitably qualified and capable to undertake the responsibilities within
· this position description serves to describe the position as accurately as possible but does not constitute a full statement of duties, and
· other reasonable duties may also be allocated.





General Work Description - Education Support Services, Level 5 (CEMEA 2022)
	Competency
	· Competency at this level may include Level 2–4 competencies. In addition, competency at this level generally requires Employees to be responsible for program area development and implementation, to provide strategic support and/or advice requiring integration of a range of school policies and external requirements, and to have an ability to achieve objectives operating within complex organisational structures. 
· A role at this level will generally lead and manage a significant functional element of a large school, and/or contribute in a major way to the development, maintenance and implementation of the policy framework of a large school.

	Judgement, Independence and Problem-Solving
	· Roles at this level may generally require Employees to develop new ways of using a specific body of knowledge which applies to work assignments, or may involve the integration of other specific bodies of knowledge. Employees exercise initiative in the application of professional practices demonstrating independent discretion and judgement.

	Direction
	· Little or no supervision is required. Generally reports directly to the Principal. Reports to the Leader of Business Operations

	Supervision
	· Roles at this level may be required to:
· supervise students while performing their normal duties, but may not be used instead of a Teacher;
· have management responsibility for a functional area and/or manage other Employees, including administrative, technical and/or professional Employees.

	Qualifications and Experience
	· Level 5 duties typically require a skill level which assumes or requires:
· postgraduate qualifications or progress towards postgraduate qualifications and extensive experience;
· extensive experience and/or management expertise; or
· an equivalent combination of relevant experience and/ or education/training.
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