POSITION DESCRIPTION

	Name
	     

	Job Title
	Accounting and Financial Support Services
	Job Grade 
	     

	Business Unit 
	     

	Reports To 
	As Per Organisation Chart

	Direct Reports
	As per Organisation Chart

	Job Size / Scope
	Involves providing accounting, book keeping, credit control and accounts payable services to a business employing ? staff, with an annual income of ? and a turnover of ?.

	Date
	2 July, 2020


	Position Objective (What is to be done, why and value to business) 

	To effectively manage all accounting and financial issues of the business to ensure compliance with all relevant legislation, timely collection and payment of moneys and the timely and accurate reporting of financial results to management and shareholders.


	Internal (I)or External (E) / Customers (C)or  Suppliers (S) 
	Services Expected 

	Responsible Manager(s) (IC)
	Monthly RG166 Compliance Report prepared

	Suppliers/Creditors (ES)
	Payment of invoices and premiums etc accurately and on time.

	Debtors (EC)
	Provsion of accurate debtor statements and professional collection of amounts outstanding

	Responsible Manager(s) (IC)
	Monthly maintenance and reporting on  Budgets, Profit and Loss and Balance Sheet and bank reconciliations

	External Accountant/Auditor (ES)
	Provision of financial data to enable accounts to be adjusted, signed off and audited

	     
	     


	Decision Making /Authority areas 
	Amount/Level 

	Expenses, Capital Expenditure
	Nil

	Staff Hiring and Salaries
	Nil

	Broker Fee/Commission changes
	Nil

	Changes in Policy/Procedures
	Nil

	Ex Gratia Payments
	Nil

	Debtor Write Offs
	Nil

	     
	     


Outputs and Measures
	Key Result Areas 
	Tasks Involved 
	Measures 

	Completion of bank reconciliations for all accounts operated by the business.
	Receive bank Statements and identify discrepancies between statements and bank account details held in accounting/other packages.

Detail all unpresented cheques, undeposited monies etc.  Cancel and redraw stale cheques, arrange for all correcting entries to be processed.
	All accounts fully reconciled within 14 days of the end of each month.

	Provision of timely and accurate financial information on the profitability and position of the business.
	Collection, posting and document retention of all financial transactions.

Reconciliation of bank accounts, follow up unpresented cheques.

Production of monthly Profit and Loss & Balance Sheets and Cash Flow and other financial statements.

Maintenance and administration of Asset registers, Loan, Lease and other financial documents.



	Provision of accurate monthly /annual P & L and Balance Sheets within agreed timeframes.

Calculation and provision of monthly cash analysis position including a three month outllook provided to each AFS Licensed business by the 25th of each month.


	Compliance with all relevant legislation impacting the financial operations of businesses within the group.
	Preparation of Monthly RG166 Compliance Worksheet

Preparation and Lodgement of Income Tax returns, BAS Statements, FBT Returns, Superannuation Returns, ASIC Returns, FSRA Returns etc, Workcover returns, Payroll tax returns.

Maintain and administer schedule of taxation payments.



	All documentation prepared and lodged by required due dates with no penalties imposed.

	Provide effective and efficient accounts payable/receivable functions and general finance functions for the business.
	Validation and Payment of all operating expenses, capital purchases and underwriter payments.

Arrangement, implementation and administration of lease/loan agreements.

Arrangement, implementation and administration of investment/funding agreements.

Identification and collection of accounts receivables.



	All payments appropriately supported and authorised and made within agreed timeframes.

Loans and leases appropriately managed.

No debts outside terms.




	Support and facilitate the effective use of financial and operational budgeting across all businesses.
	Provide budget templates for all businesses and input into and review business and group budgets and Business Plans.

Ensure all Licensed businesses meet the Financial budgeting requirements of their License.



	Realistic and relevant budgets available when required with associated monthly / annual variance reporting.

	Production of appropriately prepared and audited accounts for all businesses.
	Liaison with external auditors on the audit function and preparation of audited accounts.
	Unqualified audited accounts provided within agreed timeframes.

	     
	     
	     


	Person Specification – Competencies Required for the Position (New Staff Only)

	Work Skills/Experience 

	Knowledge / Qualifications 

	Personal Attributes 


	Essential  

	Essential
	Essential

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Desirable 

	Desirable
	Desirable

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Signed by Staff member ______________
Supervisor/Manager _________________

�PAGE \# "'Page: '#'�'"  �Page: 3��Lists the skills and experiences that the person should have eg (5 years experience in handling motor claims, good Word, Excel and Typing skills)


�PAGE \# "'Page: '#'�'"  �Page: 3��Tertiary or other qualifications, ASIC FSRA requirements, Industry Memberships, 


�PAGE \# "'Page: '#'�'"  �Page: 3��Details of specific particular personal traits required for role, (Attention to detail, relationship builder, self starter)


�PAGE \# "'Page: '#'�'"  �Page: 3���Things that the job will not be able to be done without (Good communication and negotiation skills, Tier 1 ASIC Training, Work as part of a team
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