
POSITION DESCRIPTION 

Finance Officer 

RESPONSIBLE TO:  Chief Executive Officer (CEO) 

REPORTING TO:  Finance Manager 

SUMMARY OF THE BROAD PURPOSE OF THE POSITION AND ITS RESPONSIBILITIES / DUTIES 

The Finance Team comprises the Finance Manager, Senior Finance Officer, Finance Officer, Payroll Officer 

and Finance Support Officer. The Finance Officer contributes to the success of the finance team by applying 

a strong attention to detail when undertaking a range of general bookkeeping duties. The Finance Officer is 

responsible for accounts receivable, End-of-Month transaction entry and supporting all aspects of the 

finance function on a day-to-day basis.   

 

REPORTING/WORKING RELATIONSHIPS 

• Accountable to the Chief Executive Officer for achieving the expected outcomes of the position and 

practising within the philosophy of Summit Health and its aims, policies and protocols. 

• Reports to the Finance Manager.   

• The Finance Officer position sits within the Finance Team, which is part of the Corporate Services unit.   

• No staff report to this position.  

• May be required to backfill for other members of the Finance Team in their absence.  

• Participates in the organisation’s Staff Development Plan which is conducted on a regular basis. 

 

CULTURE AND EXPECTATIONS 

All employees are expected to contribute positively to the organisation by displaying the values and 

expectations contained within our Cultural Framework (Appendix A at the end of this document). 

 

VALUES  

DO NO HARM – CONTINUOUSLY IMPROVE - COLLABORATE 

Summit Health is a learning organisation that continually evolves and adapts to opportunities. We operate in 

a high-trust environment. To support this, all employees must promote and adhere to our values and 

expectations. 

 

SPECIAL CONDITIONS 

• Some out-of-hours work may be required from time to time and will be remunerated in accordance with 

the Enterprise Agreement.  

• Current Drivers Licence may be required. 

• Use of own motor vehicle may be required, for which a cents-per-kilometre allowance will be paid.  

• Employment is subject to a satisfactory Department of Human Services Working With Children Check.  

 

STATEMENT OF KEY RESPONSIBILITIES 

The Finance Officer is expected to support all aspects of the finance function and is expected to work 

collaboratively with other members of the finance team to ensure high quality financial data. The Finance 

Officer will develop a comprehensive understanding of internal budgets and be proactive in ensuring general 

ledger transactions are executed in line with the budget. 

 



Participate in End of Month and financial reporting processes 

• Utilise expert double entry bookkeeping knowledge to execute a high volume of general journal entries 

on a regular and ad-hoc basis.  

• Record patient billing information.  

• Undertake general ledger account reconciliations as outlined on the Finance End of Month Checklist.  

• Prepare documentation for financial audits, as required.  

• May be responsible for the reconciliation, preparation and lodgement of IAS and BAS.  

• Support the Senior Finance Officer with the preparation, review and commentary of internal financial 

reports, as required.  

• Prepare internal and external financial reports as required.  

 

Accounts Receivable and Accounts Payable 

• Responsible for tenant invoicing processes including the compilation and on-charging of rental 

outgoings and ensuring supporting documentation is maintained.  

• Responsible for all debtor invoicing including funding invoices and cross-entity invoices.  

• In collaboration with the Finance Support Officer, responsible for monitoring debtor accounts and 

escalating as required.  

• Support the FSO to ensure creditor payments are made in a timely manner.  

 

Other finance related responsibilities 

• Responsible for processing payroll in the absence of the Payroll Officer. 

• May be required to backfill other payroll functions from time-to-time.  

• Be an expert of all financial management software and take a proactive approach to training others.  

• Ensure all transactions within the accounting software have appropriate source documentation attached.  

• Maintain the Fixed Asset register, including liaison with relevant managers to ensure all asset movements 

are captured and processed correctly.  

• Support the Finance Manager in budget preparation and employ a proactive approach to understanding 

and implementing budgets.  

• Ensure compliance with GST legislation.   

• Constantly review processes and procedures and identify, recommend and implement improvements.  

• In collaboration with the FSO, ensure stakeholder enquiries are responded to in a timely and professional 

manner.  

• Assist the Finance Manager with ad-hoc calculations and reconciliations, as required.  

 

General 

• Demonstrates commitment to the principles of operation contained in the Summit Health Quality 

Manual. 

• Advocate our vision to all stakeholders. 

• Operate within the delegated boundaries of the position. 

• Utilise a collaborative and transparent approach to all activities.  

• Attend and actively contribute (where applicable) at staff/unit meetings. 

• Identify opportunities and participate in own professional development. 

 

Work, Health Safety (WHS) 



• The employee has a responsibility, under the WHS Act (SA 2012), to ensure their own health and safety 

at work along with their fellow employees. 

• The employee has a responsibility to abide by the organisation’s WHS policies and relevant direction as 

set out in the Quality Manual. 

 

PERSON SPECIFICATION  

 

Education 

• Diploma of Accounting and Bookkeeping or similar.  

 

Experience and knowledge 

• Proven experience of 2 or more years in a Finance Officer or Bookkeeper position within a complex 

environment.  

• Comprehensive experience with Xero or other accounting software.  

• Comprehensive understanding of double entry bookkeeping.  

• Advanced Microsoft Excel skills.  

• Experience working across multiple entities and departments.  

• Experience working within a not-for-profit organisation (desirable).  

 

Skills/Abilities  

• An outstanding attention to detail is essential.  

• Exceptional written, verbal and consultative communication skills.  

• Collaborative and team-orientated approach.  

• Proven ability to participate in a multidisciplinary team environment, prioritise workloads, set goals, 

achieve outcomes, work to targets and manage multiple deadlines. 

• Lateral thinker with the ability to solve problems as they arise. 

• Ability to be innovative and self-directed with drive and commitment. 



 


