Central Office
4-6 Peel Street North, Ballarat VIC 3350

Cath OI icca re PO Box 2537, Bakery Hill VIC 3354

]

T 035337 8999
VICTORIA . :
E people&culture@catholiccarevic.org.au
Strenglhening families & communilies ABN 51 857 084 361

Position Title: Financial Accountant and Payroll Officer

Program/Section and/or Finance

Portfolio:

Location: Ballarat or Geelong. Travel to other locations will be required.
Reports To: Senior Manager Payroll & Shared Services Business Partner

Award and Classification: Social, Community, Home Care and Disability Services Award 2010, 4

This Position Description intends to describe the general scope, level of work, accountabilities and responsibilities of the
position. It does not necessarily include all duties and responsibilities.

This Position Description may be altered in accordance with the changing requirements of the position.

CatholicCare Victoria (CCV) is a leading and influential provider of charitable and social services in Victoria. The
Mission of CatholicCare Victoria is to build communities that recognise and nurture the dignity of each person. Our
employees share our Mission for a stronger, more inclusive society through supporting individuals, families and
communities in times of need, especially those who are most disadvantaged, vulnerable and/or marginalised.

CatholicCare Victoria delivers excellence in a broad range of child, family and youth services, family relationship
services, school counselling and pastoral care services, social housing, employment and advocacy services across
various office locations and delivery sites in Victoria. One of our primary areas of investment in addressing
homelessness is through our subsidiary CatholicCare Victoria Housing (CCVH) and in partnership with Government
we are constructing new homes across Victoria.

CatholicCare Victoria draws on the principles of Catholic Social Teaching to inspire and direct our endeavours. We
value and respect human dignity and embrace diversity in an inclusive work environment.

Values Behaviours

Respectfulness We value people for who they are and recognize what they are doing. We interact with
others honestly and in a positive, considerate, and caring matter.

Integrity We value the work we do. We are fair, honest, and trustworthy. We act professionally,
take accountability for our actions, and keep our promise.

Inclusivity We welcome everybody, working to enable everyone to feel like they belong and have a
place — from a face to be seen and a voice to be heard.
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Collaboration We walk alongside clients, communities, and each other. We contribute to the work and
lives of others so that we can all achieve our best, together.

Compassion We connect with each other’s stories. We acknowledge the inherent strengths and
diverse experiences of others. We act with kindness and care in all our relationships,
helping each other to address our challenges in a safe and welcoming environment.

The Finance team oversees the income and expenditure in addition to ensuring effective business running with
minimum disruptions to CCV. Besides the traditional roles of handling the payroll, income and expenses, the Finance
team is also responsible for economic analysis to improve key business strategies.

The Accounting and Payroll functions are critical to CatholicCare Victoria. Reporting to the Senior Manager Payroll
& Shared Services Business Partner, the Financial Accountant & Payroll Officer position is responsible for the timely
and efficient management of the General Ledger and Payroll Systems and end to end payroll service, consistent
with compliance requirements and providing reporting related to General Ledger and Payroll transactions and other
operational criteria to the Finance team to assist in analysis to improve key business strategies.

The order in which key result areas and responsibilities are listed is not necessarily significant.

Key Result Area Key Responsibilities

e Monthly reconciliation of wages, superannuation, salary sacrifice deductions
posted to General Ledger to the payroll system.

e Assist with preparing accruals and prepayments ensuring a high degree of
accuracy, and in accordance with contractual terms.

Financial Accounting e Assist with preparing and posting all necessary General Ledger journals, with
appropriate documentation and reconciliations for support.

e  Assist with preparing the monthly balance sheet reports and reconciliations.

e Assist with the preparation of year-end accounts and statutory account.

e Assist Senior Manager Payroll & Shared Services Business Partner with ad hoc
financial analysis, reconciliation and reporting tasks.

e Ensure fortnightly and monthly payrolls are processed in a timely and accurate
manner, including salary items, taxation and deductions.

e Maintain employee details as provided by the People team and/or employee’s
line manager in employee self-service system (UKG Ready).

e Respond in a timely and confidential manner to payroll system and employee
self-service system related queries from employees, line managers and external

Payroll stakeholders.

e Prepare termination and redundancy calculations where required.

e Ensure superannuation contributions file is accurate and submitted to clearing
house as per current regulations.

e Compile and submit Portable Long Service Leave scheme quarterly returns.

e Provide Workcover management provider with employee remuneration details
as required.
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Budgeting e Assist in the preparation and entry of annual budgets.

e Assist with preparation of commonwealth or state government returns and

External Reporting & associated payments (including but not limited to ABS, ACNC, BAS, FBT, PLSL,

Compliance Workcover).

e Maintain employee superannuation fund details and ensure contributions file is
accurate and submitted to clearing house as per current regulations.

Audits e Supportinternal and external audits as assigned, providing documentation and
substantiation for General Ledger and Payroll transactions.

e Maintain internal controls, ensuring procedures and processes are correctly
followed.

e Liaise with Senior Manager Payroll & Shared Services Business Partner to
identify opportunities to undertake quality improvement activities.

e Identify process improvements and contribute to efficiency initiatives within the
finance department.

e Participate in Finance team meetings and team development activities.

Quality & Planning

The position is also required to perform other duties as lawfully and reasonably directed.

Reporting Relationship:

The position reports to and works under the close direction of the Senior Payroll Manager & Shared Services
Business Partner.

Position/s Reporting to Position:

Not applicable.

Authority:

The position works within standards and procedures for finance and payroll functions and legal requirements.

The position exercises a degree of autonomy. Significant decisions require the approval of the Senior Payroll
Manager & Shared Services Business Partner (or other person’s acting with the Manager’s authority).

The position is required to work within the relevant delegations policy, procedure and guidelines of CatholicCare
Victoria.

Internal Relationships:

e operates as a member of the Finance team
e collaborates with the People team
e supports CCV Program Managers and Staff

External Relationships:

e arange of stakeholders, including regulatory bodies and the providers of CatholicCare Victoria’s
Accounting and Payroll software packages and services.
e employee entitlement management providers, such as workcover, superannuation, salary packaging.
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Workplace Health and Safety (WHS)

CatholicCare Victoria is committed to the health, safety and wellbeing of employees, volunteers, contractors,
clients and other people within our workplaces. The position is required to perform the responsibilities of the
position adhering to the Occupational Health and Safety Act (2004), in particular to:

e take reasonable care for your own and others’ health and safety within the workplace;
e take reasonable care that your actions or omissions do not adversely affect the health and safety of
yourself or others;

e cooperate with any reasonable directions, policies and/or procedures relating to health and safety in the
workplace;

e report all injuries, illness, near misses or hazards as per CatholicCare Victoria policies and procedures; and
e participate in relevant health and safety training, and risk management initiatives based on position and
responsibilities.

Cultural Safety and Respect

CatholicCare Victoria acknowledges the history, culture, diversity and value of all Aboriginal and Torres Strait
Islander Peoples, and pays respect to their Elders past and present, as well as acknowledging future generations.

The position is required to work with Aboriginal and Torres Strait Islander Peoples in a culturally safe and
respectful way.

Safety of Children, Young People and Vulnerable Adults
CatholicCare Victoria is committed to the safety of children, young people and vulnerable adults.

The position is required to perform the responsibilities of the position adhering to the Catholic Safequarding
Standards, National Principles for Child Safe Organisations, Child Safe Standards and any other relevant standards
and/or legislation.

Risk Management, Accreditation and Quality Improvement

The position is required to actively participate in risk management, accreditation and quality improvement
processes, procedures, systems and initiatives, including reporting risks, incidents and feedback in a timely and
responsible manner.

Policies, Procedures and Legislative Requirements

The position is required to undertake the responsibilities of the position adhering to all CatholicCare Victoria
policies, procedures and practice guidelines and relevant standards and/or legislation including, but not limited
to:

e Employee code of conduct
e information privacy and confidentiality
e Equal Opportunity, anti-discrimination and anti-bullying and

inclusion and diversity
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Qualifications and/or Training

e Bachelor Degree in Business, Finance or Management.
e Achievement of or be studying towards Certified Practicing Accountant and/or Institute of Charted
Accountant designation.

Experience

e Minimum 3 years’ experience in accounting, payroll administration and financial management.
e Experience with Microsoft Dynamics Business Central and Payroll Metrics would be advantageous.
e Experience using Microsoft Office suite especially Excel.

Knowledge, Skills and Attributes

e Demonstrated knowledge and experience in a fast-paced finance environment, including general ledger
and payroll experience.

e Demonstrated knowledge of accounting and payroll practices, procedures, operations and legislation.

e Demonstrated skills in investigating issues with attention to detail and finding solutions.

e Demonstrated ability to multi-task with flexibility to accommodate change in processes/regulations.

e Comprehensive understanding of Social, Community Home Care and Disability Services Award 2010

e Strong desire for continual professional development.

e Demonstrated ability to work as an effective member of a team with integrity and confidentiality.

Child Safety

All positions:
e Demonstrated commitment to the safety of children, young people and adults in a respectful and
inclusive environment for all diversity groups in accordance with the Catholic Safeguarding Standards,
National Principles for Child Safe Organisations, Child Safe Standards and any other relevant legislation.

e Current driver’s licence.

e Current Victorian Working with Children Check.

e Current Australia-wide Police Check.

e A Statutory Declaration (provided by CatholicCare Victoria) to declare that: you have not lived overseas
for more than 12 months in one country; OR if you have lived overseas for more than 12 months, that you
have no criminal history overseas.

e International Police Check (where applicable).

e Right to Work in Australia.

Please note, CatholicCare Victoria will conduct the Police Check/s.

It is the incumbent’s responsibility to maintain a current valid Driver’s Licence, Victorian Working with Children
Check and Right to Work in Australia.

The incumbent is required to agree to undertaking a Police Check every three (3) years (or earlier to comply with
specific contractual or legislative obligations and requirements).
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This section is to be signed upon appointment:

Name:

Signature:

Date:
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