OFFENDERS AID AND REHABILITATION SERVICES OF SA INC

COMMUNITY TRANSITIONS
JOB AND PERSON SPECIFICATIONS

	Title of Position
	Accountant
	Award
	SCHCDS

	Division
	Resource Management
	Classification
	Level 7/8


	Organisation 
	OARS and CT
	Employment Type
	As per contract


	Location
	Adelaide 
	Probation Period
	6 months
(For new employees)

	Delegated Financial Authority
	TBA
	Hours per week
	As per contract


JOB SPECIFICATION

1. Summary of the broad purpose of the position in relation to organisation goals.

The Accountant is responsible for the provision of a range of high quality financial services to the internal Divisions of OARS SA (OARS) and Community Transitions (CT).  Organisation wide management reporting, asset management, statutory returns, and budgeting are aspects of this senior level role. Supervision (and backup as required) of accounts payable, accounts receivable and payroll is also a function of this role.
OARS Community Transitions follows the SA Government Information Sharing Guidelines (ISG) to: Promote the Safety and Wellbeing of Children, Young People and their Families. Staff are required to comply and act in accordance with ISG Policy and Guidelines. 

2. Reporting/Working Relationships

The Accountant reports to the Chief Financial Officer (CFO).
The Accountant is expected to develop effective working relationships with other OARS and CT services/staff and external agencies/ partners as applicable.
3.
Special Conditions 

· Intra-state travel may be necessary, for which a current SA driver’s licence is required.   

· Some out of hours work/ weekend work may be required. 

· A current police clearance is required.
· The incumbent may be required to act for the CFO, as directed.
4.
Statement of Key Outcomes and Associated Activities
The Accountant is to work as part of a team to deliver:
4.1 
Accounting and Finance
· Process month end journals and transactions for OARS and CT.
· Prepare Consolidated Monthly Management Reports including appropriate commentary.

· Prepare Business Activity Statements.
· Assist in the coordination and development of the budget cycle.  

· Oversee accounts receivable, accounts payable, payroll and other accounting functions as directed.

· Produce ad hoc reports for the CEO, CFO and Boards as required.

· Prepare Balance Sheet reconciliations.

· Provide advice to the CFO and Managers about efficiency measures.

· Ensure that all statutory and legal finance reporting requirements are met on time.

· Ensure the integrity, validity, and reliability of the computer accounting system.

· Liaise with the external auditor as required.

· Assist with project submissions and budget development.

· Assist with the preparation of statutory accounts. 

· Prepare grant financial acquittals for submission with relevant funding bodies.
· Implement financial controls and actively manage fraud risk. 

4.2
Leadership 

· Provide leadership, support, and day to day direction to staff.
· Ensure that regular supervision of staff occurs and is documented.
· Undertake informal and formal performance management as necessary, in consultation with the CFO and/ or Human Resources as required.

· Deputise for the CFO as directed.
4.3
Networking & Professional Development 
· Ensure that self needs for support and supervision are met. 

· Ensure that knowledge and skills are current.
4.4
Organisational Culture 

· Role model appropriate behaviours and facilitate the delivery and integration of the OARS Culture Statement and practices.
· Facilitate transparency and encourage reporting of concerns, particularly in relation to bullying, discrimination and/or harassment in line with OARS “Zero tolerance” approach.

4.5
Quality Management 
· Provide services in context with quality management processes within the organisation.
· Contribute to and comply with OARS SA policies, directives, and guidelines.
4.6
Other 
· Ensure that OARS CT and the services we provide are promoted in a positive manner to the community. 
· Ensure the requirements of the Privacy Act are met. 

· Perform any other duties as directed. 
5. 
Work Health and Safety
· A safe work environment must be maintained in accordance with the organisation’s Work Health and Safety Policies and Procedures.
· Positively and proactively engage staff to ensure that all workplace health and safety accidents, hazards, incidents and/ or risks are identified, recorded, and actioned appropriately.
___________________________________________________________________________
PERSON SPECIFICATION
ESSENTIAL MINIMUM REQUIREMENTS:

Educational/Vocational Qualifications
· Tertiary qualification in accounting. 
Personal Abilities/Aptitude/Skills

· Exceptional attention to detail.

· Ability to work within tight deadlines.
· Ability to provide high standard written reports and maintain confidential records.
· High level communication and interpersonal skills.

· Ability to develop and maintain professional networks.
· Ability to think conceptually, develop plans, implement strategies, and evaluate results.

· Strong Microsoft Excel skills.
Experience:

· Significant accounting experience in a similar role with reporting and supervision responsibilities.
· Experience in payroll preparation, processing, and customer service.
· Experience working with minimal supervision.

Knowledge:

· Sound knowledge of accounting principles, statutory regulations, and reporting requirements.
· Knowledge of computerised systems and software, including MS Office, and appropriate accounting and payroll software.

· Supervision principles.
_____________________________________________________________________________
DESIRABLE CHARACTERISTICS:
Educational/Vocational Qualifications

 Personal Abilities/Aptitudes/Skills

· Understanding of and commitment to social justice principles and practices.
· Skills in conflict management.
Experience
· Experience within the not-for profit sector and/ or within a grant funded environment.
· Experience working within a business that services disadvantaged communities.
· Experience with MYOB Greentree.
Knowledge
· Understanding of criminal justice systems and processes.
· Understanding of social disadvantage and its effects.
_________________________________________________________________________

Acknowledged by Occupant

I confirm that I understand and agree to the expectations of this role as listed in the Job and Person Specifications and confirm that I have the skills and experiences to undertake these.
Name…………………………………..Signature………………………………..Date……………..
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