Australian Human Rights Commission

ASSIGNMENT OF DUTIES

TITLE:


Deputy Chief Finance Officer
CLASSIFICATION:

Executive Level 1
UNIT:



Finance and Services
LOCATION:


Sydney
SUPERVISOR:

Chief Finance Officer (CFO)
DUTIES:

1. Assist the CFO in the management of the Finance and Services Team to achieve agreed performance outcomes and service standards.
2. Maintain and continuously improve the Commission’s corporate governance arrangements and financial framework, including but not limited to compliance with relevant legislation, 
3. Supervise and support the work of a small team responsible for banking and cash management, accounts receivable and payable, fixed asset management, procurement, business travel, financial system and general ledger maintenance and reconciliation, month end processes and facilities management.
4. Provide internal and external financial reports, including monthly management and ad-hoc reports to internal and external stakeholders. This involves liaison with Commission staff, other Commonwealth entities and external parties.
5. Oversee the risk management and assurance activities, internal control and maintenance of internal policies and instructions.

6. Under limited direction, take a lead role in the preparation and analysis of the annual financial statements and portfolio budget statements. This involves liaison with Department of Finance, Australian National Audit Office and other entities as required.
7. Monitor and apply resource management guidance, better practice standards and governance policy in light of changes in the financial framework of the Commonwealth.
SELECTION CRITERIA:
1. Demonstrated high level financial management skills and capacity, including analytical, conceptual and problem solving techniques and the application of these skills in budgetary, financial reporting and corporate governance contexts.

2. Demonstrated ability to supervise and support a small team delivering corporate services including:
a. banking and cash management; 
b. accounts receivable and payable; 
c. fixed asset management; 
d. procurement;
e. business travel; 
f. financial system and general ledger maintenance and reconciliation; and
g. month end processes.
3. Demonstrated leadership and management skills including the ability to determine workflow priorities, assume responsibility for the delivery of financial services and meet agreed outcomes.
4. Written and oral communication skills, to represent the Commission and to prepare high quality reports, briefs and correspondence.
5. Demonstrated interpersonal and relationship management skills, including negotiation skills, sound judgement, personal drive and initiative and a track record in providing quality client service.
6. Sound understanding of financial management practices and principles and corporate governance requirements in the Commonwealth government with an understanding or the ability to acquire an understanding, of the Public Governance, Performance and Accountability Act 2013.
7. Tertiary qualifications in Finance, Accounting or similar are highly desirable or demonstrated experience in financial management and delivery of corporate services.
These duties are to be performed in accordance with Commission policies, including Workplace Diversity and Work Health and Safety. Under section 25 of the Public Service Act 1999 the Commission may determine the duties of an employee from time to time.
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