Wty Position Description
Grampians

Community Health Finance Officer
Position title Finance Officer
Program Finance
Reports to e Program Leader Finance

e General Manager Corporate Services
o Chief Executive Officer

Direct reports e Nil

Award/EBA Health and Allied Services Managers and Administrative Workers

Victorian Stand-Alone Community Health Services Multi-
Employer Enterprise Agreement 2022-2026

Position summary
The Finance Officer is responsible for providing a responsive and quality service processing financial
accounts payable transactions.

Key responsibilities

15.

Process accounts payable data entry

Complete regularly scheduled maintenance and recording of data integrity relating to vendor
details.

Ensure timely entry of Accounts Payable via Redmap and other as required.

Liase with relevant team with any queries regarding supplier invoices/costs.

Booking Courses/Workshops & accommodation as required.

Update Redmap and Business Central for new vendors and where applicable ensure mapped to
the Alayacare CMS.

Download daily CSV payment file for uploading to Business Central

Purchase vouchers for clients as required

Credit Card Reconciliation and Journalling

. Entering Fixed Assets in the Fixed Assets register

. Participate in the rollout of Redmap to the whole organisation

. Maintain a tidy work environment at all times.

. Provide supervision and support to students as required.

. Foster a respectful and inclusive work environment by treating colleagues, clients and other

stakeholders with courtesy and respect.
Other duties commensurate with current skills and experience as agreed with the Program
Leader, General Manager or the Chief Executive Officer.

Key selection criteria
Desirable

Demonstrated relevant experience in accounts payable

Basic understanding of journals

Accounting, bookkeeping or business qualification or working towards.

Understanding of GST

Demonstrated knowledge of Microsoft Business Central software and accounting package.
Ability to analyse and drive improvements in internal business processes.

Ability to work independently in a fast-paced environment.

Demonstrated skills and experience

Ability to maintain confidentiality at all times.

Demonstrated attention to detail with well-developed administrative and organisational skills to
effectively manage high volumes of work and determine priorities, meet targets and deadlines.
High level verbal and written communication skills that enable effective and appropriate
communication with a broad range of people at all levels.

Demonstrated knowledge and application of computer software, including Microsoft Office and
the Internet.

Demonstrated ability to contribute to positive workplace culture and practices.
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Quality, Health & Safety

¢ Actin a way that maintains physical and psychological health and safety for self and others.

¢ Adhere to safe work practices relevant to the role.

o Promptly report issues that might put self or others at risk, including incidents and near misses,
and respond appropriately to risks and reports from others when appropriate to do so.
Is kind to self and others.

o Contribute to workplace safety and reduction of workplace injuries.
Ensure team members, consumers/participants and visitors are safe, and accurately report any
incidents, hazards and near misses in a timely and professional manner.

¢ Work at all times within a culture of continuous quality improvement.

Personal attributes
e Empowering
Professional
Inclusive
Compassionate
Courageous

Licences and registrations
e Current National police check
e Current Employee Working with Children Check

Please note: These checks are a standard part of our employment process at Grampians
Community Health. If the results of these checks are not aligned with the requirements of the
role, we may reconsider the offer of employment.

Required training
e MARAM
¢ Internal online courses as required.
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