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NEW SOUTH WALES




Position Title:


Finance Officer

Accountable to:

Chief Executive Officer reporting directly to Head of Sport & Operations (HoSO) 
Purpose:
The role of Finance Officer oversees the financial functions and affairs of the Association including administration, monitoring, compliance, and reporting on matters as they affect the financial position of the entity. The Finance Officer will also provide a high level of management accounting functions, including forecasting, business analysis, budgeting, establishment of targets, benchmarking and completion of business cases for capital expenditure and investments.

Background:
The position reports directly to the Head of Sport & Operations. Close communication lines are maintained with the CEO, Office Manager and Administrative staff. 


The role provides the link between the CEO, HoSO and the staff (particularly payroll matters). It is important that this position facilitates excellent communications between operational staff and the management team on financial reporting issues.


The Financial Controller will have a close association with key internal stakeholders, including CEO, HoSO, Executive Secretary, Finance Director, Board Members and Office Manager and externally Auditors and Accountant as required.
	Responsibilities
	Examples of Activities
	Outcome Measures

	Organisational

Purpose & values
	· Demonstrates personal attentiveness and sensitivity in a non-judgmental manner when dealing with staff and members.
· Understands and incorporates the values of the organisation in day to day activities.
· When choices exist, the values influence the decisions made.
	· Maintains effective internal and external customer relationships.
· By results and actions

· Outcomes of decisions are conclusive with the value base

	Confidentiality
	· Refrains from discussing staff information other than with those where such discussion is appropriate.

· Uses knowledge and discretion in determining level of confidentiality required when communicating information and applies tact to maintain confidentiality.
	· No reports of confidential information being made available to inappropriate persons

· No breach of confidentiality occurs and a professional and ethical framework is upheld

	Continuous improvement
	· Participates in and promotes quality improvement activities.

· Proposes quality improvement initiatives.

· Participates in major system reviews and the setting of priorities for system review.
	· Frequency and quality of participation.

· Frequency and quality of proposals.

· Written notification to departments.


	Communications with staff, members and service partners
	· Liaison with staff and customers is clear, concise and conducted in a professional manner.


	· Demonstrates high levels of integrity through interaction with staff, customers and key stakeholders. Communications are clearly understood.

	Professional development
	· Seek feedback of performance (evaluation of meeting skills, performance appraisals).

· Participating in own professional development interview with HoSO.

· Reading professional management journals, researching areas for which you have responsibility and undertaking professional development opportunities. 
	· Seek feedback on own performance as a manager.

· Annual performance development interview held.

· Demonstrated expertise in professional skills. 



	Reviewing current operational systems & developing monitoring systems
	· Assist with the development of the workflows for problem areas.

· Ensuring the systematic analysis of all problems including accurate data gathering procedures.

· Coordinating the development of policies & procedures for all systems and ensure that they are documented.

· Ensuring compliance with all external regulatory authority standards.
	· Workflows are evident for all task force activities.

· Statistical data is available for problem areas.

· Policies and procedures are regularly reviewed.

· No breaches of service contracts are evident.




	Managing resources
	· Asset register is updated monthly or as required.

· Working with management team in end of year analysis of budgetary performance & preparation of next financial year’s budget projections.

· Ensure adherence to Federal & State legislation.

· Develop annual operational and capital expenditure budgets for delegated departments in accordance with club planning cycle.
· Stocktake of saleable product is managed monthly.


	· Report is evident and accurate.

· Report prepared indicating changes required for next year’s budget.

· Copies of relevant legislation are kept up to date and direct reports are briefed on any changes.

	Reports
	· Prepare Profit & Loss statement for presentation to CEO/Finance Director.

· Provide cash flow information to CEO/Finance Director weekly or as required.
· Monitor & evaluate financial performance on a monthly basis.

· General ledger is reconciled monthly against P&L and Balance Sheets and reports generated.

· Prepare relevant documentation for annual external audits.

· On a monthly basis, maintain and update club’s asset register.

· Variances to budget P&L are investigated and reported to CEO /Finance Director.

· Process invoices and distribute to relevant managers for approval.
· Other duties including;

· Daily banking
· Petty cash control
· Overseeing annual tax processes
· Association reimbursements
· Reconciliation between Membership Database & MYOB
· Weekly bank & payroll account reconciliations
· BAS statements; GST quarterly, PAYG monthly/FBT annually
· Monthly Accounts
· Insurance records
· Workers compensation injury claims
· Charity list
· Credit card reconciliations
· Prepare prizemoney payments

	· Receives report by 15th day of month.

· CEO/Finance Director is aware of organisations cash flow.

· Senior management is aware of current trends by producing reports.

· General ledger is current and no variances are detected by auditors.

· All relevant information is made available to auditors within specified time frame.

· Asset register is current.

· Detailed reports are provided.

· Reports are accurate and completed as scheduled.

· Invoices are authorised for processing by appropriate managers.


Key Performance Indicators

	KPI
	In conjunction with
	Performance range & measurement
	Proportion of role

	Profit & Loss reporting and Balance Sheet
	CEO/HoSO
	Completed in final form by 15th day of month.

Accuracy within 5% every month
	30%

	Accurate monthly management accounts
	CEO/HoSO
	No material adjustments
	25%

	Payroll preparation
	CEO/HoSO
	Prepared weekly and finalised Tuesday each week
	25%

	Asset register
	 Auditor
	Accurate so that there are no material adjustments
	5%

	Systems
	 CEO/HoSO
	All financial & payroll computer systems working with no more than 5 hours off-line
	5%

	Compliance
	 CEO/HoSO
	No material compliance breaches in any given year -ASIC
	5%

	Budgets completed & signed off by Board
	CEO/HoSO
	Produced accurately by agreed timeline.


	5%


