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	Position Description



POSITION DETAILS	
	
	
	
	
	
	

	Position Title:
	
	Finance/Payroll Officer
	

	
	
	
	
	
	

	Location:
	
	National Head Office
	

	
	
	
	
	
	

	Reports To:
	
	Deputy CEO
	

	
	
	
	
	
	

	Direct Reports:
	
	None
	

	
	
	
	
	
	

	Employment Status
	
	Full time
	
	Part time
	X
	Casual
	
	
	

	
	
	
	
	
	



OUR VISION AND PURPOSE
The Continence Foundation of Australia’s (the Foundation’s) vision is for an Australian community free of the stigma and restrictions of all of incontinence across the lifespan. We will aim for this through research, advocacy, solutions, consumer education and professional development. 
STRATEGIC PILLARS
	Ensure Better Access
To deliver high quality continence information, resources, education and services in Australia

	Be a Leading Peak Body
That is widely recognised and acknowledged nationally and internationally as the Australian expert voice for continence

	Be a Unified Body
That has the governance and organisational capacity to deliver our vision and purpose 

	Grow successfully and Sustainably
To ensure we can continue to achieve our vision and purpose 


PURPOSE
Reporting to the Deputy CEO, the Finance / Payroll Officer will be responsible for processing all fortnightly payrolls and all payroll related matters, maintaining accuracy and integrity of payroll system data, and assisting staff and management with all payroll related queries.
VALUES AND BEHAVIOURS
	Values
	Behaviours

	Accountability
	We are responsible for our individual and team actions and behaviours and the outcomes they produce

	Respect
	We will respect each person within our organisation and all external individuals and stakeholders

	Integrity 
	We will act with integrity and be open and honest, within our teams and the organisation, and when dealing with all external individuals and stakeholders

	Inclusiveness 
	There are no barriers to engagement and participation, no one is excluded, and diversity is celebrated



RESPONSIBILITIES
	Coordinate timely and accurate processing of the fortnightly payroll for all staff in accordance with current Enterprise Agreements, contracts and company policies and procedures.

	Set up new employees in Employment Hero and Xero Accounting system and maintain staff personnel files.

	Check and process staff timesheets and leave forms

	Calculation of staff leave entitlements, including long service leave, as required

	Calculation of termination benefits

	Set up new suppliers and maintain supplier accounts including ABN, bank and contact details

	Accounts payable invoice processing

	Credit card entry into Xero Accounting software

	Ensure invoices are attached to all supplier payments

	Review and Update of Fixed Asset Schedule

	Other finance procedures on an as required basis.



KEY PERFORMANCE INDICATORS (KPI’S)
	Key Performance Indicators

	All employees

	Alignment to expected values and behaviours demonstrated

	Compliance with Work Health and Safety Policies and Procedures

	Compliance with Company policies and procedures 

	Positive and effective stakeholder relationships and feedback

	Role Specific

	Maintain the integrity of the payroll system and associated processes through accurate and complete administrative and payroll processes, data entry, record keeping and document management.

	Calculation of all annual leave and leave loading to be paid at the end of the calendar year

	Interpretation and application of awards and enterprise agreement

	Ensure the ATO and Superannuation payments are paid within the required time frames

	PAYG Payment summaries on 30 June

	Processing and maintaining accounts payable payments

	Reconciliation of Trade Creditors

	Regular reconciliation of schedule with General Ledger

	Inclusion of additional assets to schedule and Xero

	Calculation of depreciation and relevant journal entries



CORE COMPETENCIES	
	Understanding of Accounting Concepts

	Meticulous attention to detail and accuracy

	Knowledge of general payroll practices, procedures, operations and legislation

	Pride in work and commitment to deliver quality results

	Lateral thinker with proven capacity to identify business and business process issues and use initiative to develop pragmatic and effective solutions

	Confident and flexible team player with capacity to prioritise

	Proactive and self-motivated with the ability to communicate effectively and objectively

	Conducts themselves in an ethical, legal and professional manner

	Demonstrated commitment to customer service and continuous improvement.



QUALIFICATIONS/EXPERIENCE
	Essential 

	Bookkeeping Certificate

	5+ years of experience in a bookkeeper role

	Experience in using Employment Hero

	Experience in using Xero

	Experience using Microsoft Suite (advanced Excel)

	Desirable

	A tertiary qualification in a relevant discipline

	Knowledge and experience in the not-for-profit environment




This position description has been designed to indicate the general nature and level of work performed by employees within this position. It is not designed to contain or be interpreted as a total inventory of all duties, and responsibilities that may be required of employees assigned to the role. 
EMPLOYEE DECLARATION
	
	
	
	
	

	I
	
	

	
	(Applicant’s Name)
	

	hereby understand and accept the conditions of the position description as detailed herein for the position of 

	
	
	

	
	(Position)
	

	Applicant’s signature
	
	Date
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