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Position Description

Department:


Finance and Customer Support
Incumbent:



Role:



Management Accountant
Job Grade:


Grade 13/14
Reports to:


Finance Manager
Location:


Olive Street, Albury
Approved/updated:

June 2017
	Job Purpose


As an integral part of the Finance & Customer Support team you will be required to actively contribute to daily business operations with your key responsibility being Hume’s monthly management reports, whilst assisting the team with budgeting and forecasting. 

You will adopt leading practices in the areas of management reporting, budgeting and forecasting whilst seeking continual improvement to processes & reporting.  

You will also assist the Finance & Customer Support team to provide quality support to Hume’s internal and external stakeholders.
	Scope and Impact


	No. of Employees supervised

· Direct FTE: nil

· Indirect FTE: nil
	Internal Contacts:

· All departments


	Quantities Information

· Annual Revenue: nil
· Annual Budget: nil
	External Contacts:

· Service providers relevant to designated area, visitors and members


	Key Accountabilities
	
	KPIs


	1. 
	Reporting

Provide accurate, comprehensive and meaningful reports for Board and Management meetings to ensure transparency of business information and to enable sound decision making.
	
	· Quality and timeliness of reports
· All regulatory , governance and compliance deadline met


	2. 
	Compliance

Adhere to corporate governance requirements, implement and educate business on function specific legislative and regulatory requirements and ensure department complies with audit processes so that there is full compliance and reporting.
	
	· Number of breaches

· Regulatory and legislative requirements met



	3. 
	Audit

Check accuracy and completeness of information databases to ensure data is compliant with policies and procedures and so that regulatory requirements are met.
	
	· Accuracy of data in relevant database

· Number of breaches identified in audit report 

	4. 
	Projects

Participate in ad hoc projects, ensuring they are in line with departmental and corporate plans so that projects meet key business objectives
	
	· Projects in department aligned with business plans

· Projects completed on time and budget

	5. 
	Departmental planning

Contribute to the strategic direction of the department, implement business plans in conjunction with departmental managers, and monitor to ensure departmental plans and business needs and are aligned. 
	
	· Contribution to  departmental plans
· Effective implementation of plans


	6. 
	Culture & Climate

Live the Hume culture and climate, set an example by modelling the required behaviours and hold others accountable for their actions by identifying and acting on behaviour which is inconsistent with agreed standards.

	
	· Models required behaviours

· Timely action in addressing inconsistencies with standards

	7. 
	Thought Leadership

Keep abreast of and customise relevant industry developments, provide advice and guidance to Management and ensure policies and processes within department are best practice so that Hume can anticipate market developments and maintain competitive advantage. 

	
	· Departmental policies and processes are up to date and relevant

· Management Feedback


	Tasks


Monthly Management Reporting

· Prepare and process end of month entries within required timeframes.

· Prepare monthly Board and Management reports ensuring accuracy of data.

· Proactively make recommendations for the improvement of the monthly reports.
· Maintain Hume’s general ledger and chart of accounts 

Other Management Reporting

· Prepare and circulate loans summary and other loan reports e.g. Monthly Lending Budget

· Prepare and circulate Hume weekly statistics for the Executive Leadership Team.
· Assist with other reporting as requested.

· Attend to the review of monthly Real Estate Trust Account reporting, ensuring compliance with legislation. 

· Manage and contribute to completion of various monthly stakeholder reports ie. Payment statistics, Fraud Statistics, Credit Card Quarterly statistics.
End of Year Financial Reporting
· Assist in the preparation and finalisation of year end Profit and Loss, Balance Sheet and Trial Balance.
· Assist with the interim and end of year audit.
· Assist with the preparation of Hume’s Annual Financial Statements.

Budgeting/Forecasting

· Assist with the preparation of Budgets, working closely with management to provide timely and useful information relating to department budgets.

· Attend to the preparation of running forecasts on a monthly basis.
Fixed Assets

· Maintain Hume’s Fixed Assets register

ALCO Committee

· Collate, prepare and circulate reports for the ALCO Committee.

· Assist in processing rate changes accurately arising from Committee decisions.

Tax Compliance & Reporting

· Undertake ongoing professional development in the areas Tax, GST, TOFA and FBT. 
· Preparation of the monthly BAS/IAS.

· Preparation of the FBT return.
· Assist with year-end tax calculations,  prepare company tax return and associated reconciliations/work papers.

· Attend to Common Reporting Standards (CRS) & Foreign Account Tax Compliance Act (FATCA) reporting with the Australian Taxation Office (ATO)

Regulatory Compliance & Reporting

· Assist in ensuring Hume’s financial risk management policies, limits, and strategies are in compliance with applicable regulations, standards, rating agency standards (S & P), and strategic imperatives. 

· Proactively respond to and manage assigned incidents, audit findings and tasks within agreed timeframes.

Projects

· Assist with various projects as directed.

Team work

· Proactive in assisting other team members when there is the capacity to do so.
· Assist finance team with reconciliation and settlement related matters where required.

	Differentiating Factors


	
	Grade 12
	Grade 13
	Grade 14

	Qualifications & Experience


	Year 12 and working towards degree


	Working towards tertiary degree and 2-3 years experience
	Finalising degree or finished, beginning CPA, 5-6 years experience

	Type of Work


	Learning all tasks


	Accountable for basic accountant tasks
	Accountable for complex accountant tasks

	Level of Independence
	Close supervision


	General guidance and review
	Autonomous



	Organisational awareness


	Learning the department and administrative processes


	Learning the organisation, organisational processes and corporate regulation


	Understands organisation, keeps abreast of industry developments, thorough understanding of corporate regulation


	Competencies


	Communication
Speaking, listening and responding in ways which support both relationships and results
	· Effectively shares constructive viewpoints openly and directly with others, providing relevant and timely information to those who need it

· Communicates clearly one-on-one; makes own expertise accessible to others without the same knowledge

·  Involves the right people to obtain needed information and perspectives

· Listens carefully and attentively to others to ensure that their viewpoints are fully heard and comprehended

· Engages with others and acknowledges different points of view

· Invites feedback and coaching and actively engages in responding to it

	Accountability
Holds self and others accountable for measurable high-quality, timely, and cost-effective results. 

	· Takes ownership of decisions/choices made and accepts consequences good or bad 
· Accepts responsibility for mistakes and learns from them

·  Suggests changes to tasks or processes associated with position to better meet the needs and requirements of those supported by the position

·  Maintains confidentiality of information 
·  Consistently demonstrates proficiency in the areas of technical expertise relevant to the role

·  Actively participates in continuous learning; develops skills and knowledge in job-related technical expertise, including increasing breadth and depth of knowledge and keeping up to date with change

· Adheres to defined processes, standards, methods, policies and procedures 

· Maintains a high standard of work and takes ownership of achieving set individual, team and corporate results.

	Leadership
Inspires and fosters team commitment, spirit, pride, and trust. Facilitates cooperation and motivates team members to accomplish group goals.
	· Is honest and fair in dealings with others; words and actions are consistent with Hume’s values and code of conduct

· Completes own tasks/ responsibilities, but also contributes to others’ efforts

· Establishes and maintains effective work relationships

· Constructively helps and coaches others in their professional development

· Leads by example – to foster and encourage a cohesive team environment

· Influencing across the business

	Collaboration
Applying, developing and sharing role-related professional/technical knowledge, skills and experience across boundaries to achieve common goals.
	· Provide quality support to other work groups to enable them to achieve their results

· Addresses conflicts and other barriers to collaboration directly and constructively, or seeks and follows guidance provided

· Shares information honestly and openly with relevant parties

	Responsiveness
Acting with purpose, conviction and courage to deliver in a timely manner
	· Completes work in a timely, consistent manner 

· Responds to requests for service in a timely and thorough manner

· Is able to prioritise workload to ensure deadlines are met 

· Remains open-minded and changes opinions on the basis of new information

· Willing to adapt to changes in Hume’s operating environment, processes or any other requirement. 
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