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Job Description: Finance / Accounts Position
Position Type: Permanent part-time, 0.4 FTE (average of 2 days per week)
Remuneration: $34,000–$36,800 per year + super (0.4 FTE, pro rata of $85,000–$92,000)
Reports To: CEO
KEY RESPONSIBILITIES
Working closely with the CEO, the Finance Officer is responsible for Writing NSW's day-to-day financial management, budgeting, reporting and compliance.
Financial
· Preparing the annual budget in consultation with the CEO
· Preparing monthly management accounts, cash flow and budget variance reports for the CEO and Board
· Preparing for and overseeing the annual audit in collaboration with the CEO and appointed auditor
· Maintaining effective and efficient financial and accounting systems in accordance with accepted accounting principles
· Managing taxation requirements, including \ BAS returns and other ATO requirements including Single Touch Payroll lodgements
· Managing payroll, including leave, time in lieu records, workers' compensation, superannuation, employee records and other payroll-related requirements
· Ensuring the smooth and timely receipt, processing, banking and reconciliation of all money, including EFTPOS, online payment systems and petty cash
· Managing accounts payable and receivable, including paying bills and issuing invoices
· Monitoring and reporting financial data, including for online payments
· Providing financial information for funding applications and sponsorship agreements, and preparing acquittals as required by funding bodies
· Managing the Organisation's insurance
Compliance and governance
· Ensuring financial regulatory requirements are met, including ACNC reporting and other requirements related to the Organisation's charity status
· Maintaining financial records and procedures
· Attending meetings of the Board or its sub-committees as required
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