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POSITION DESCRIPTION

	Position Title
	Finance Officer - Accounts

	Status
	Permanent Full Time position – 10 days per fortnight 

One RDO per month

	Classification
	Level 5-6

	Department
	Corporate Services - Finance

	Award
	Local Government Officers’ (WA) Interim Award 2011

	Location
	Shire of Dowerin Administration Offices

13 Cottrell Street, Dowerin

Works in a shared air-conditioned office environment

	CONDITIONS OF EMPLOYMENT

	Hours of Employment
	Normal work hours are between 8:00am and 4:30pm.

	Leave Entitlements
	Annual leave, long service leave and sick leave will be paid in accordance with the Local Government Officers’ (WA) Interim Award 2011 and Council Policy.

	Superannuation
	Council currently contributes 9.5% of fortnightly salary.

Optional additional contributions can be made in accordance with Council Policy.

	Pre-employment medical 
	It is a condition of employment that appointees undertake a pre-employment medical examination at Council’s cost.

	Job Description Reviewed
	June 2016


COUNCIL OBJECTIVES

· Administration – To employ effective management and income generating systems for the benefit of the community.

· Community Development – To provide safe and healthy living, working and recreational environment.

· Environment – To protect the environment of the Shire of Dowerin area.

· Roads and Transport – To develop and maintain a safe and efficient road and transport network through the Shire area.

· Tourism – To promote the development of tourism and tourist facilities, whilst preserving the Tourism features of the Shire of Dowerin.

· Economic Development – To promote economic development in a way that balances development with consideration of the environment.

· Water Supply – To provide **

· Sewer – To provide a cost effective sewage collection, transport and treatment schemes that meets community and statutory requirements.

POSITION SUMMARY

The primary responsibility of this position is to provide  high level support to the Finance Manager.  The Finance Officer - Accounts is responsible for providing accounting and administrative support throughout the organisation. 

Specific functions include rates, accounts payable and general administrative support to staff, as directed by the Finance Manager. 
The Finance Officer - Accounts will operate under direction of the Finance Manager within established guidelines, procedures and policies of Council and will provide high quality ‘front line’ customer service to the Shire’s customers, including residents, ratepayers and visitors.

POSITION REQUIREMENTS

The core selection criteria for this position are:

· Sound understanding of the core functions of Council.

· Knowledge of office administration.

· Knowledge of local government regulatory environments.

· Excellent verbal and written communication and presentation skills.

· Demonstrated ability to meet deadlines and produce high quality work.

· Keen attention to detail.

· Strong affinity with technology and its use in an office environment.

· Microsoft Office Suite skills (particularly Word & Excel).

· Capacity to develop/improve/implement systems and processes.

· Ability to achieve objectives with minimal supervision.

· Positive attitude and desire to work as part of a team.

· Ability to recognise and respond to politically sensitive issues.

· Well-developed problem solving and conflict resolution skills.

· Demonstrated commitment to Best Practice, Quality and Customer Service.
· Undertake and successfully complete all identified training requirements associated with the position.

SPECIFIC RESPONSIBILITIES AND DUTIES

Rates Administration

· Assistance is provided with the day to day operations of the Rates Section and with the administration of the rates revenue stream including payment arrangements, rebates, reconciliations of rates/sundry debtors and general ledgers.

· Update daily rate receipts and conduct daily reconciliation financial transactions in accordance with the approved procedures and schedule.

· Liaison with other Government authorities is undertaken to provide rating and valuation information and resolve problems.

· Promptly answer all ratepayer queries, both written and verbal. 

· Assist with Annual Rates strike and generation of rates notices and instalment notices in accordance with the Budget and Local Government Act 1995. 

· Maintain and reconcile GRV and UV valuations and interim rating. 

· Record changes of ownership, addresses and name information on rates files. 

· Undertake name and address register duties on a regular basis.

· Maintain eligible Pensioner/Seniors records and claim for Pensioner/Seniors rebates. Follow up any rejections.

· Reconcile rubbish services to contractor’s monthly accounts.

· Reconcile recovery of Emergency Services Levy – ensure payments are remitted by due date.

· Assist with issue of street numbering, where applicable.

· Follow up overdue rate payments and report to Finance Manager. 

· Assist Finance Manager in ensuring journal entries are posted to the rates files accurately and regularly.

· Liaise with Finance Manager and external auditor as required.

Accounts Administration

· Responsible for checking supplier invoices for pricing, coding, limits, authority and validity.  Take up queries direct with suppliers and employees.
· Input supplier invoices and expense claims into the Finance System (SynergySoft) and reconcile all supplier accounts. This includes input of credit card, fuel card and store card information.
· Assist Finance Manager with duties that may arise from time to time, particularly during absences.
· Make timely payment of all accounts including supplier invoices, re-imbursements to staff and acquittals of corporate credit card usage in line Council policies, procedures and authorisations.
· Administer preparation of purchase orders in accordance with Council’s Procurement Policy.
· Maintain petty cash on accordance with Council’s Petty Cash Policy and Procedure.
· Maintain an effective and complete filing system for all transactions, within assigned responsibilities for audit and grant acquittal purposes.
GENERAL RESPONSIBILITIES
Finance

· To act as a member of a team in the areas of Finance and Administration with the main goals relating directly to rates, accounts payable and ensuring the financial records are maintained and reports prepared in a timely, efficient and accurate manner.

· Process receipts of monies received daily, including electronic funds transfers, BPay, cheques and cash and reconcile all transactions on a daily basis.

· Examine the correctness and accuracy of financial data input, reporting any discrepancies to Finance Manager. 

· Prepare journal entries; this includes the preparation and entering of monthly journals relating to depreciation, activity based costing, overhead allocations and assets acquisition or disposal.

· Supervise the maintenance of the creditor ledger and ensure that voucher payments are processed correctly.
· Apply Council work practices, policies, procedures and guidelines in meeting the expectations and requirements of Council’s customers.

Administration

· Provide timely, accurate and courteous customer service.

· Ensure strict confidentiality is maintained and privacy principles are adhered to in regard to the use or disclosure of all information of a confidential, private or personal nature.

· Maintain an awareness of relevant legislation, standards, guidelines, policies and procedures relevant to area of responsibility and ensures that all work complies with such requirements.

· Ensure continual improvement of business processes within area of corporate responsibility is achieved through ongoing review.
· Comply with relevant record keeping practices in accordance with the State Records Act 2000 and Council policies and procedures.
Department of Transport - Licensing

· Provide accurate and timely vehicle and drivers licensing information and process to the requirements of the Department of Transport.   

· Balance and maintain records associated with Department of Transport licensing.

ORGANISATIONAL RELATIONSHIPS

Reports to:  
Finance Manager
Supervision of: 
Nil

Internal Liaison: 
Shire of Dowerin Management and Staff



Shire President and Councillors
External Liaison:
Shire Residents and Members of Public



Community Groups

Suppliers, Contractors, Professional Associations and Government Organisations.
POSITION CRITERIA

Qualifications, Certificates and Licences

· Completion of Year 10 Certificate with English and maths.

· Relevant tertiary qualifications and/or relevant professional experience.

· Current Class C Driver’s Licence.

Experience Skills and Knowledge 
Essential
· Demonstrated experience in the administration of accounts receivable and accounts payable for a small to medium business, including electronic payment processing and credit card management.

· Sound knowledge and understanding of local government rating procedures and relevant legislation.

· Computer skills using a variety of business computer software packages, including Microsoft Office Suite.

· Excellent administrative and organisational skills with exceptional attention to detail.

· Ability to work independently within a framework of broad guidelines.

· Excellent written and oral communication skills, including the ability to relate positively on an individual and group basis with a wide range of people.

· Willingness to learn, initiative, and ability to adapt to changing circumstances.

Desirable

· Knowledge of the Rates & Charges (Rates and Deferments) Act 1992.

· Sound knowledge of land transfer and valuation process. 

· Experience in working with SynergySoft system.
Physical Requirements

This position requires the incumbent to:

· Sit in an office chair for extended periods - 75% sedentary and 25% active.
· A large amount of typing – repetitive.
Risk Management and OHS Responsibilities

· Ensure that all work is performed in accordance with the requirements of health and safety policy, procedures and legislation.

· Take responsible care of own health and safety and that of others including members of the public.

· Report all identified hazards, accidents/incidents and near misses to Manager and complete the appropriate report forms including hazard identification reports and workplace inspection reports.

· Use and maintain all safety and personal protective equipment.

· Maintain an understanding of the relevant safety and OHS legislation.

· Support rehabilitation in the workplace.

· Support the Council in the development and maintenance of a culture that encourages and promoted a safe working environment.

· Adhere to Council’s adopted Code of Conduct and Council’s Equal Employment Opportunity Policy to foster a fair and equitable workplace free of illegal discrimination, harassment and bullying behaviour.
· Actively support the Shire’s Access and Inclusion Plan and implement in the context of the role. 

· Manage records in accordance with the State Records Act 2000 and Shire policies, procedures and practices.
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