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Position Description  
Finance OFFICER 

 

DETAILS 

Position Title: Finance Officer Location: Ballarat 

Position Type: Part-time Hours per week: 22.8 

Reports To: Finance and Operations Manager 

BACKGROUND INFORMATION 

Ballarat Foundation is a DGR1 status, not for profit institution which has been serving the Ballarat 

community for more than 40 years through its entities – Ballarat Foundation United Way Inc; Ballarat 

Foundation Charitable Fund Ltd and Ballarat Foundation Trust. 

Vision Enabling giving to build thriving communities free from disadvantage in the Ballarat region. 

Mission The Ballarat Foundation inspires positive community change by supporting programs and 

enabling solutions which reduce disadvantage and encourage connection, cohesion and prosperity. 

2024-28 Strategy www.ballaratfoundation.org.au/page/100/publications 

KEY FUNCTION 

The Finance Officer is responsible for delivering financial, accounting and payroll services in order to 

meet legislative requirements and support the organisation’s operations.  

This role involves preparing financial statements and reports, maintaining cash controls, preparing the 

payroll and personnel administration, maintaining finance systems and procedures as directed by the 

Finance and Operations Manager. 

The Finance Officer will also support Ballarat Foundation grant program delivery and administrative 

support around operation functions. 

KEY RESPONSIBILITIES 

PRIMARY 
 

1. FINANCE OPERATIONS –Day-to-day financial administration 

Typical Duties: 

• Maintain financial records and assist with the preparation of financial reports and accounts 

• Maintain regular cash flow forecasting and analysis 

• Support management with payroll processing and maintaining payroll records as required 

• Manage and coordinate fixed assets across the organisation 

• Maintain and process the General Ledger entries and reconciliations on a monthly basis 

• Coordinate all aspects of Accounts Payable including timely processing, queries, accuracy and adherence 

with our Financial Policy 

http://www.ballaratfoundation.org.au/page/100/publications
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• Administer the accounts receivable process in our organisation 

• Assist in the funding acquittal processes as required 

• Support program, fundraising and organisational strategies with development of budgets and 

documentation to support business cases 

 

2. BUSINESS OPERATIONS 

Typical Duties: 

• Support grant administration processes, including application management, funding distributions, record 

keeping and acquittal requirements 

• Support management of business information technology requirements and equipment 

• Coordinate user agreements and contracts for Hugh Williamson House operations 

 

Quit  

3. WELLBEING, RISK AND COMPLIANCE  

• Take responsibility for the safety and wellbeing of self, colleagues, volunteers, clients, visitors and 

contractors. 

• Comply with all applicable legislation, policies, procedures and guidelines relating to governance, 

human resources, occupational health and safety, privacy, childsafe organization and ethical 

standards.  

• Ensure satisfactory compliance with funding body and legislative requirements as appropriate in 

this role 

• Ensure timely and accurate data entry and records for all program and funding agreement 

requirements appropriate to this role 

• Address breaches and complaints in a timely and responsible manner in line with organisational 

policy and values. 

 
 

KEY RELATIONSHIPS 
INTERNAL Directors, CEO and Staff including Volunteers and Contractors 

EXTERNAL Accounting software providers, investment advisors and auditors  

 

KEY SELECTION CRITERIA - QUALIFICATIONS AND SKILLS 
COMPONENT ESSENTIAL ADVANTAGEOUS 

Qualification Level Minimum Certificate IV in Bookkeeping Degree in Accounting, 
Finance or Business 

Prior Experience • Experience processing financial transactions and 

maintaining accurate financial records 

• Experience performing bank, balance sheet and 

general ledger reconciliations 

Experience managing competing priorities and meeting 

deadlines in a busy environment 

Experience with a non-
profit organisation 

 



 

Page 3 of 3 

Skills & Abilities • Proficient with Xero 

• Competent with Microsoft Excel and other 

Microsoft Office applications 

• Problem analysis and problem-solving skills 

• Strong oral and written communication skills 

• Information collation and monitoring skills 

• Able to work independently to manage accounts 

recording and financial reporting of an organisation 

Experience with 

Microsoft Sharepoint 

Attributes • Self-managed and enjoys autonomy 

• Heightened attention to detail 

• Willing to work positively as part of a dynamic team 

• Values confidentiality and integrity 

 

PERFORMANCE FACTORS 
An ongoing performance management process will see the collaborative development of relevant KPIs and 

goals for this position.  The Finance Officer is likely to be assessed in the following areas: 

• Efficient, accurate and reliable management of accounts 

• Accurate and timely processing of wages and HR administration 

• Successful compliance with legal requirements 

WORK ENVIRONMENT 
• This position is based in Ballarat. The office is located at 7 Lydiard St South. 

• Flexible working arrangements can be made around school hours and holiday periods 

• This small organisation has a fluid working environment that requires malleability and autonomy 

This position description is not exhaustive. The incumbent may be expected to undertake other relevant 
activities and responsibilities following discussion and agreement.  

CEO Approval  Date  

Employee 
Acknowledgement 

 Date  

 
 


