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Position Description

SECTION 1 – POSITION IDENTIFICATION

	Title: 
	Finance Officer

	Department:
	Corporate Services

	Responsible to:
	Senior Finance Officer 

	Salary:
	Negotiable depending on experience and qualifications

	Award:
	Local Government Officers (WA) Interim Award


SECTION 2 - POSITION FUNCTION

	Purpose
As part of the Finance team, perform a wide range of book-keeping and accounting duties in an accurate and timely manner, as directed, and to maintain daily, weekly and monthly account records as required by legislation and internal procedures and policies.

To provide efficient, courteous and professional service to external customers, other staff and councillors.



SECTION 3 - KEY DUTIES & RESPONSIBILITIES

	1. Management and maintenance of Shire’s Payroll Function 

Can include:
1. Fortnightly payroll is accurately produced within required timeframe each fortnight
2. Post-payroll reconciliations are accurate and timely, and any discrepancies addressed immediately (as far as is practicable) with Senior Finance Officer
3. Any matters arising from the payroll processed are amended/corrected in the proceeding payroll (as far as is practicable)
4. Any errors are of an insignificant nature and are not continued or re-current. There should be no errors of a considerable or significant nature caused by the incumbent.
2. Maintenance of Creditor accounts and records
Can include:

1. Processing of creditor accounts and finalising payment runs
2. All accounts are paid in full or finalised within the payment terms adopted by Shire accounts

3. All queries/concerns/issues (internal and external) are finalised immediately upon notification of the query/concern/issue (as far as is practicable)

4. Support end of month creditor reports for Council reports and internal reporting. Ensure creditors are reconciled and produced accurately at a high quality, within designated timeframes.



	3. Maintenance of Purchase Order system
Can include:

1. Accurate and timely entry of all purchase orders generated by Shire Officers
2. Weekly purchase order reports generated accurately and timely
3. Purchase orders that are non-compliant with purchasing policy are not processed and are immediately referred to the relevant Director for action.

4. Maintenance of Debtors accounts and records
Can include:

1. All debtors (including regular/standing debtors) are invoiced in a timely manner as per designated timeframes. 

2. Credit notes or adjustments are processed in a timely and accurate manner with appropriate authorisation being sought

3. All queries/concerns/matters arising from issuing of debtor invoices are finalised immediately upon notification of the query/concern/matter (as far as is practicable)

4. Accounts are monitored on a regular basis and all delinquent debtors are identified within designated timeframes and referred to the Senior Finance Officer (SFO) for recovery (Accounts Officer to assist with recovery process)

5. End of month debtor reports for Council reports and internal reporting. Ensure monthly statements are reconciled and produced accurately at a high quality, within designated timeframes.

5. Accurate, timely and appropriate allocation of Shire income and reconciliation of related accounts and ledgers
Can include:

1. All BPAY, direct deposits and other income is receipted and reconciled within designated timeframes

2. Accurate and timely reconciliation of daily banking monies, including lodgement of such monies 

3. Municipal, Trust and Visitors Centre clearing bank accounts reconciled on a daily basis (or under direction of SFO)

4. An insignificant number of receipt cancellations, refunds, disputed payments or errors occur.

6. Maintenance of Shire Trust Creditor accounts and records

Can include:

1. Monies held in trust are remitted in an accurate and timely manner in accordance with required timeframe

2. Subsidiary trust ledger reconciled to the trust control accounts in general ledger on a regular basis 

3. End of month trust creditor reports, for both Council reports and internal reporting, are produced accurately at a high quality, within designated timeframes.

7. Maintenance of Shire records for FBT purposes

Can include:

1. Internal records for FBT purposes are up-to-date and accurate

2. Invoicing staff for liabilities undertaken on a regular basis, as directed by FM

3. Suitable documentation is captured for FBT purposes in order for annual FBT return to be processed timely and accurate. Accounts Officer to assist FM with annual FBT return lodgement.

8. Provide necessary and positive administrative assistance to SFO. To take a proactive role in ensuring financial management responsibilities of Corporate Services are adequate, compliant and do not adversely affect the overall operations of the Shire.


Can include:

1. Demonstrated on-going willingness and genuine ability to undertake or assist with regular accounting or financial management duties as directed by the SFO and/or Director Corporate Services.

2. Accounts Officer to demonstrate development in skill level relating to account and financial management duties in Local Government

3. Accounts Officer demonstrates appropriate initiative and can exercise appropriate judgement in all duties and task performed

4. Positive input into financial management displayed by way of co-operation with supervisor/manger, appropriate and regular input into positive changes to procedures and processes within the Accounts area.

9. Ensure (in cooperation with the Records Manager and/or Officer) that all documents for which the Accounts Officer has responsibility are registered and managed in accordance with the Records Management Plan and Policy approved by both CEO and Council

Can include:

1. High level of co-operation with Records staff

2. All relevant documentation is managed appropriately in accordance with policy and procedure.

10. To comply with Occupational Health and Safety legislation and promote safe work practices including ensuring all OSH documents such as risk assessments, incident reports, hazard registers etc. are completed as soon as practical and delivered to supervisor and/or HR coordinator immediately.
Can include:

1. Ongoing vigilance to ensure risks are minimised/negated.



NOTE: The Shire of Halls Creek currently uses IT Vision software for the majority of finance systems.
Payroll and Creditors are also paper based, with timesheets, Purchase Orders and Creditor invoices all with paper systems.
The Shire is currently transitioning to electronic systems - Altus Payroll, and IT Vision Electronic Creditors and Purchase Order systems. It is anticipated that this conversion will occur throughout 2021.  

	· Entry of all payroll data (e.g. timesheets, backpay, variations, adjustments) into accounting system and production of fortnightly wages paid to employees

· Production and weekly and fortnightly payroll creditors

· Reconciliation of fortnightly payroll to general ledger control accounts

· Appropriate management of payroll generated records

· Production of reports and payroll on a monthly, annual or as required basis (e.g. Group Certificates)

· Completion of end of financial year payroll requirements (e.g. remittance of group certificates to ATO)

· Accurate and timely data entry of all invoices and credit notices

· Timely and accurate production of all EFT and cheque payments in liaison with Senior Finance Officer

· Maintenance of manual creditor records, including but not limited to batch reports and updates, remittance/voucher advices and payment summary report

· Maintenance of electronic creditor records, including but not limited to change of addresses, change to ABNs

· Timely and accurate production and record-keeping of all credit notes, cancelled cheques and returned payments

· Positively respond to all creditor enquiries from both internal and external customers

· Reconciliation of creditor ledgers and preparation of related month-end reports

· Production of debtor invoices, credit notes and adjustments

· Management of all debtor documentation both manual and electronic

· Positively respond to all debtor enquires from both internal and external customers

· Identify overdue debtor accounts that require follow-up, and assist the SFO in the recovery of such debts

· Reconciliation of debtors ledgers and preparation of related month-end reports

· Entry of all purchase orders into accounting system

· Production of reports pertaining to overdue/outstanding purchase orders

· Assisting FM and/or DCS in ensuring organisational compliance with Shire purchasing policy and delegated authorities for purchasing limits

· Production of trust creditor payments and recipient created tax invoices

· Positively respond to all trust creditor enquiries from both internal and external customers

· Reconciliation of trust creditor ledgers and preparation of related month-end reports

· Daily reconciliation/balancing of monies receipted and maintained, and updating records related to receipting

· Daily reconciliation of relevant bank accounts - when required by SFO
· Ensure spreadsheets kept for staff FBT liabilities is kept up-to-date and staff are reconciled on a regular basis/as required

· Assist SFO in preparation of above documentation in order to complete annual FBT return

· Assist SFO and/or DCS with a wide range of financial management duties including but not limited to: processing journals; processing fuel records, preparation of grant acquittals requiring audit; month and year end functions such as accruals;  month and year end reporting such as trial balances, balance sheets, statements of financial activity, internal management reports 

· Completes required Occupational Health and Safety documents when appropriate.



SECTION 5 - SELECTION CRITERIA 
	Essential:

Desirable:


	Skills

· Book-keeping skills using computerised accounting systems
· Well-developed keyboard and data-entry skills

· Well-developed numeracy and literacy skills

· Ability to prioritise and organise work-load, and manage work time effectively to meet deadlines/work schedules

· Ability to approach situations in a methodical and logical manner, and exercise appropriate processes 

· Keen desire to work as part of small integral team in an efficient, pro-active manner.
Knowledge

· Knowledge of IT Vision payroll, creditors/accounts payable, debtors/accounts receivable and general ledger systems 
· Well-developed knowledge of IT Vision costing and payroll expenditure to general and/or job ledger accounts
· An understanding of general principles of creditors/accounts payable, debtors/accounts receivable, and payroll

· Well-developed knowledge of general office procedures

· Understanding of accounting, GST and FBT and One Touch principles 

· Sound knowledge of modern office methods and procedures, and the use of standard office equipment

Experience

· Previous experience in Local Government accounting services

· Previous experience with job/works costing ledgers
· Previous experience as a bookkeeper

· Previous experience processing payroll.
Qualifications and/or Training

· Diploma of Accounting 

· Completion of technical-based accounting or financial services courses (e.g. bookkeeping).
· Education to, or equivalent of, WA Year 10 Secondary level



	Shire Policy Requirements


	Police Clearance 

It is a requirement for all employees of the Shire of Halls Creek to provide a National Police Clearance (at interview or within 3 months of appointment) and maintain a clear record as it pertains to the requirements of the role, duties and obligations of the position.

Medical 

It is a requirement for all employees of the Shire of Halls Creek to undertake a medical with necessary testing suitable for the role, duties and obligations of the position, (within 3 months of appointment) which will include a drug test. 

Driver’s License 

Minimum C class driver’s license. A copy to be provided upon interview or at commencement.




SECTION 6 - APPOINTMENT FACTORS

	Location
	Shire of Halls Creek, HALLS CREEK, WA 6770. 



	Organisational Relationships
	Responsible to:        Senior Accounts Officer
Internal and External Liaison:

Internal
All Council Staff

External
General Public 


Local Services


Contractors and Suppliers 




	Extent of Authority
	Works in accordance with general direction from the Senior Finance Officer  


	Delegation Authority 

	Nil

	Employment Terms
	A Probationary period of 3 months will apply to this position in accordance with Shire policy.




SECTION 7 - CERTIFICATION

The details contained in this document are an accurate statement of the purpose, duties and role specifications and other requirements of the position.

	CEO
	    
	Date


Noel Mason

Chief Executive Officer

I have read and understood the requirements of the position as detailed in this document.

	Employee
	
	Date Appointed
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