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POSITION DETAILS
TITLE:				Finance Officer 
CLASSIFICATION:		Victorian Catholic Education Multi Enterprise Agreement 2022 
Education Support Employee Category C Level 3 (7 weeks annual leave)
TIME FRACTION:		0.6 to 0.8 FTE
DAY PER WEEK/HOURS:	Monday - Friday 8:30am To 4:30pm (Days to be negotiated)
EMPLOYMENT TYPE:		Ongoing	
RESPONSIBLE TO:		Business Manager


SIMONDS CATHOLIC COLLEGE
Simonds Catholic College is an inclusive Catholic school for young men, dedicated to shaping men of the future by empowering students to grow in character, lead with purpose, and contribute to a just and thriving future. Guided by faith and grounded in our Catholic tradition, we provide a personalised education where every student is known, supported, and inspired to achieve his personal best.  The Finance Officer is responsible for the efficient and accurate

POSITION PURPOSE
The Finance Officer is responsible for the efficient and accurate management of the school’s accounts receivable function and provides support across a range of general finance activities. The role contributes to the effective financial operations of the school through timely reporting, reconciliation, and financial analysis.
The Finance Officer also provides administrative support to the school office when required, including responding to general enquiries and assisting with front office duties.
[bookmark: _Hlk72914682]
ACCOUNTABILITIES
· To model Simonds Catholic College core values in dealing with the wider community, families, 
students and staff
· To abide the schools code of conduct which expect and require staff and visitors to ensure the 
protection of all students
· Ensure quality, consistency and accurate support documentation and tasks
· Be readily approachable by parents, students, staff and the wider community
· To ensure adherence to all Occupational Health and Safety guidelines specific to the work area



RESPONSIBILITIES & DUTIES
	  Accounts Receivable
· Manage the full accounts receivable function, including the raising and processing of school fee accounts and other charges.
· Monitor outstanding accounts and follow up overdue payments in a professional and confidential manner.
· Maintain accurate debtor records and payment arrangements.
· Process receipts and allocate payments accurately.
· Prepare regular accounts receivable reports for the Business Manager and leadership team.
· Provide analysis of fee collection trends and outstanding balances by performing regular debtor analysis, reconciliations and reporting
· Work with the School Registrar to integrate new enrolments. 
· With the Business Manager work with families for fee concessions if needed. 
· Assist the Business Manager in the identification of priority debtors for further action. 
· With the Business Manager liaise with debt collection agencies in the recovery of outstanding 
and overdue debt. 
· Assist the Business Manager with the annual audit process where required. 
· All other duties as requested by the Business Manager and Principal
  Banking & Reconciliation
· Perform daily banking functions and maintain accurate records.
· Complete monthly bank reconciliations and investigate discrepancies.
· Ensure all financial transactions are recorded accurately and in a timely manner.
  Fixed Assets
· Maintain the school’s fixed asset register.
· Record asset acquisitions, disposals and depreciation.
· Assist with periodic asset audits and reporting.
· Reconcile the Fixed Asset Register to the General Ledger including capital work-in-progress accounts. 
  General Finance Duties
· Assist with financial reporting, data analysis and ad hoc finance tasks as required.
· Support budget monitoring and provide financial information to the Business Manager.
· Maintain financial records in accordance with school policies, audit requirements and regulatory standards.
· Assist with end-of-month and end-of-year financial processes.
· Monthly reconciliations of the balance sheet and clearing accounts
· General Ledger maintenance and journals as required
· Maintain the petty cash and make reimbursements as approved.
· Support and back up other Finance Functions.
  Administration
· Provide general administrative assistance to the school office as required.
· Support office operations during peak periods or staff absences.
· Provide administrative support to the Business Manager and assist with general office duties as required




KEY SELECTION CRITERIA
· Relevant qualifications in Finance, Accounting, Bookkeeping or a related field.
· Minimum of 3 years’ experience in a similar role 
· Experience in bank reconciliations, financial reporting and data analysis
· Strong attention to detail with a high level of accuracy and organisational skills.
· Well-developed computer skills, including financial management systems and Microsoft Excel
· Ability to prioritise tasks, meet deadlines and work both independently and as part of a team
· Strong interpersonal and communication skills, with the ability to work collaboratively in a school office environment.
· Effective organisational skills to deliver on outcomes and tasks within the required timeframe
· Work experience in the education sector highly desirable

PERSONAL ATTRIBUTES
· Demonstrates integrity, professionalism and a strong sense of accountability
· Highly organised with excellent attention to detail and a commitment to accuracy
· Flexible and adaptable, with a willingness to assist across the administration team when required.
· Calm and effective under pressure, with the ability to manage competing priorities and deadlines
· Collaborative team member who contributes positively to a supportive and respectful workplace culture

As this is a non-academic appointment the successful candidate must have proof of eligibility to work in Australia, a current Working with Children Check and Police Check.
The purpose of the position description is to provide an overview of the major tasks and responsibilities of the position. It is not intended to represent the entirety of the position. The incumbent may be requested to perform other tasks, not specifically stated. The position description may be modified in consultation with the incumbent from time to time, depending on the operational needs and requirements of the College.
Applicants should have a commitment to boys’ education, the values and ethos of Catholic Education and to the safety, wellbeing and protection of all children in our care.  A current Working with Children Check is essential.
CHILD PROTECTION 
Applicants should have a strong commitment to boys' education and the values and ethos of Catholic education, including providing a safe environment for our students. Our College Community is committed to the protection, wellbeing and inclusion of all the children in our care.

Signed & Dated

________________________
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