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A. POSITION SUMMARY
	Position Title
	Financial Accountant

	Reporting to
	Finance Manager

	Reports
	Nil

	Status
	Part Time, Permanent Full Time, Permanent 

	Location
	Hybrid

	Salary
	Level 6


B. WHO WE ARE
	Our Values
	Compassion. Connection. Diversity. Social Justice. Brave.

	Our Vision
	Social justice and fairness for all, and improved quality of life for people in Western Sydney.

	Our Mission
	We listen to our clients and the Western Sydney community to deliver community services that strengthen wellbeing, resilience and independence, and achieve impactful outcomes.

	Our Culture Statement
	We serve the community through respecting and valuing all people. We always put clients first, act with integrity, and keep our promises. We care about each other. We support each other. We’re a team of diverse, passionate, engaged and capable people, committed to being responsive and making an impact.


C. WHO YOU ARE
	This role is ideal for a finance professional with a relevant degree who is building their career and eager to gain experience across accounts receivable, reconciliations, and NDIS billing. You’ll bring strong attention to detail, confidence with accounting systems, and a willingness to learn, while receiving support to grow into the more complex aspects of financial accounting. 
It’s an excellent opportunity for someone who values purposeful work in the community sector while developing their financial accounting skills.


D. WHAT YOU’LL DO
	1. Accounts Receivable & NDIS billing

	· Prepare, issue, and reconcile invoices for NDIS and other funding streams.
· Lodge NDIS claims accurately and within required timeframes via the NDIS portal. Monitor accounts receivable balances, follow up overdue accounts, and maintain debtor records.
· Liaise with service delivery teams to resolve billing discrepancies or client queries.
· Maintain compliance with NDIS Price Guide and funding body requirements.


	2. Financial Accounting Support 

	· Assist with month-end journals, reconciliations, and reporting.
· Prepare and contribute to statutory and management reports. Reconcile balance sheet accounts including debtors, prepayments, and accruals.
· Assist with audits and provide supporting documentation as required.
· Support preparation of BAS Statements


	3. Systems and Processes

	· Maintain accurate financial records in accounting systems (MYOB)
· Identify and implement improvements to accounts receivable and billing processes to enhance efficiency and accuracy. 
· Ensure finance processes align with organisational policies and compliance obligations


	4. [bookmark: _Hlk169774934]Team & Stakeholder Support

	· Provide finance-related support to internal teams (service managers, support coordinators).
· Respond to client and family enquiries regarding accounts and billing.
· Collaborate with colleagues to ensure smooth financial operations.


	5. Bank Reconciliations and Administration

	· Perform monthly bank reconciliations for all organisational accounts.
· Manage administration of bank accounts as needed 

	6. General

	· Agree to and demonstrate commitment to our Code of Conduct.
· Agree to and demonstrate commitment to our policies and procedures.
· Adhere to working conditions as described in the employment contract.


E. WHO YOU’LL INTERACT WITH
	Internal
	External

	Management Team
Service Coordinators
Other Staff
	External auditors 
Financial institutions
Federal and State government departments
NDIA


F. YOUR SKILLS AND EXPERIENCE
	1. Bachelor’s degree in commerce, accounting, or other relevant tertiary qualification, or equivalent work experience.
2. CPA qualification (or working towards qualification) would be highly regarded
3. Experience with accounts receivable and reconciliations.
4. Proficiency in accounting software (e.g. Xero, MYOB) and MS Excel.
5. Experience in NDIS billing and/or community services sector.
6. Knowledge of NDIS Price Guide and compliance framework.
7. Experience with bank reconciliations in a multi-account environment.
8. High attention to detail, accuracy, and confidentiality.
9. Strong communication and a service-oriented approach


G. OTHER REQUIREMENTS
	You may need to perform other reasonable duties not listed in this position description from time to time to meet business and operational needs.
You may be required to travel with notice to fulfill your duties.
You will promote a person-centered, active support culture of choice, inclusion, and empowerment.
You will contribute to shaping a respectful, values-led, purpose-driven culture.




I acknowledge having read and understood the requirements of my position.

	Employee Name
	


	Employee Signature
	



	Date
	



Position Description: Financial Accountant – September 2025	Page 1 of 2
image1.jpeg
\; ®/ Woodville
Alliance




