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JOB DESCRIPTION
NAME:

POSITION:
Finance Team Leader
RESPONSIBLE TO:
   Chief Financial Officer
PRIMARY OBJECTIVE:

· The effective day to day leadership of the Finance Department
· To provide financial information to assist all managers in decision making and forecasting
· Systems Maintenance for Technology One (North Tec’s Accounting/Financial System)
· To provide management, financial information and analysis to the Finance department, CFO, the Director of Business Operations & Development and Council as required
	Key Accountabilities
	Specific Objectives
	Performance Measures

	Operational
	· Liaise with other departments in order to establish and maintain effective and relevant operations
· Provide Finance Training and Inductions for new NorthTec Staff
· Act as the main contact and co-ordination point for all finance related queries
· Prepare and ensure accuracy of general ledger accounts for reporting and prepare monthly reconciliations and journals
· Assist with audits and prepare audit documentation
· Monitor credit control practices and ensure money owed to the organisation is collected in a timely manner
· Keep the CFO regularly advised and updated on key areas of responsibility, progress of work against objectives and targets and any variances and risks that may arise
· Undertake other duties as allocated by the CFO
· Update finance system with Student Management system financial transactions
· Make overseas and credit card payments

· Monthly FTE reporting and payroll reconciliation

· Weekly and end of month data transfers including international student revenue
· Debtors control account reconciled weekly

· Review month end expenditure to identify any potential missing / incorrect information that would affect accruals and prepayments.
· Undertake costing of all programs allocating appropriate overheads with assistance from the Tech 1 systems analyst.
	· Ensure other departments are informed of changes in operating procedures within the Finance department immediately
· Keep the Finance team informed of any changes in processes, procedures or policies within a week of the notification of change
· Information prepared to 97% accuracy and within set timeframes as agreed
· Provide updates, reports and ad-hoc information within agreed timeframes
· Accruals and prepayments accurately reflect the current financial position in terms of expenditure.
· Percentage of programs costed will reflect the work done.


	Team Leadership
	· Co-ordinate Finance Team to effectively recruit, train, evaluate, motivate, delegate and monitor activities
	

	System Administration
	· Chart of accounts maintenance
· Co-ordinate all day to day activities to encourage smooth operation and act as focal point for all Finance team system requirements and liaise with System analyst for resolution
· Ensure bi-annual checks are made on Delegated Authority levels and are documented. Keep written documentation on all delegations
· Keep up to date with personal training in the systems
	· Assist in the resolution of minor technical issues within 2 working days
· System updated within two yearly intervals 


	General Administration

	· Maintain and develop a strong ‘customer focus’ with internal and external stakeholders
· Undertake to become acquainted with all relevant legislation and internal policies
· Participate in annual performance reviews as per NorthTec policy
· Demonstrate a commitment to the polytechnic goals and objectives relating to the Treaty of Waitangi
	· Efficient and timely response and resolution of queries
· Comply with relevant legislation and internal policies
· Performance reviews are attended with all required information being provided

	Health and Safety
	· All work is undertaken in a safe manner
· Relevant safety policies are complied with.
· Work environment is maintained in a safe condition.
· As an employee of North Tec you are expected to:

· Follow safe operating practices

· Consider the safety of others

· Never put yourself in an unsafe situation

· Report immediately any accidents, incidents or hazards

· Wear and use safety equipment as required 

· Maintain excellent standards of housekeeping

· Take an active interest in the safety performance of the workplace
	· Safe work practices are maintained
· No work related accidents caused by breaches of policy
· Environment maintained at a safe level


Confidentiality:
Except in the proper performance of his/her duties, the Employee shall not divulge information concerning the business affairs, property or other activities of the polytechnic.

Variance:
The accountabilities and specific objectives outlined in this job description may vary from time to time according to the needs of the CFO, the Corporate Services Director or the polytechnic. The Finance Manager will communicate reasonable instructions for any variances.




This job description will be reviewed annually.
Approved by job holder:
______________________________________

Date:

______________________________________

PERSON SPECIFICATION
The preferred candidate will be able to demonstrate:
Essential:

· Knowledge of finance and accounting theory
· Knowledge of staff and business management
· Knowledge of business and accounting computer packages, and their value in the workplace
· Administrative and organisational skills

· Decision-making skills

· Good problem-solving and dispute-resolution skills

· Good communication skills, including the ability to establish and build on business relationships
· Ability to work accurately with detailed financial information

· Customer service focus
Desirable:
· Tertiary qualification in accounting or management or studying towards a qualification

Personal Attributes:
· A team player
· Drive and enthusiasm
· Commitment to professional development
· Commitment to accuracy and completeness
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