TAANIAN JOB DESCRIPTION

Director of Finance
Join the fun!

Responsible to: Club President

RESPONSIBILITIES AND DUTIES

¢ |sthe ChiefFinancial Management Officer for the Surf Club
¢ Drivethe Executive/Management Committee to prepare annual budgets with assumptions for theirrespective areas
¢ Collate and consolidate the area/divisional budgets into an overall Club budget

* Producerelevantandtimelyfinancial reports and submit these to each Management Committee meetingasrequired and
ensuretheyareunderstood

e Monthly preparation of bank reconciliation and Profit & Loss comparing actual to budget

e Monitortheactualvbudget results monthly seeking explanation for material variation >10% so the Executive can
be advised

¢ Annual reporting duties to the Australian Charities and Not-for-profits Commission.
e Auskey Administrator assigning AusKeys and provision of troubleshooting and support to executive and staff on.

¢ Maintain the Surf Club’s accounting records including detailed records of all payments and monies received ensuring it is
logically filed with authorised supporting documentation

e Liaise with Club auditorregardingthe annualauditand preparation of compliant financial statements for presentation
to members at the AGM

e Causethepreparation of statutoryreturnsandreports asrequired, specifically Activity Statement for the ATO
(www.ato.gov.au)

e Liaise with Director Administration to ensure the entity is compliant with relevant Legislation and Regulations,
particularly Associations Incorporation Act NSW (1984) (www.fairtrading.nsw.gov.au) and the Charitable Fundraising
Act (1991) (www.dgr.nsw.gov.au) and various taxation requirements

KNOWLEDGE AND SKILLS REQUIRED

¢ Priorbookkeeping experience essential
e Priorexperienceinthe preparation of bankreconciliations essential
e Priorexperienceinthe preparation of balance sheet and Profit & Loss statements highly desirable
e Computer skills in Excel and MYOB (or like) highly desirable
e Wellorganised and able to work unsupervised and be self motivated
¢ Understanding of the need for proper controls and governance over Club financesi.e:
o Purchaseorders (properlyauthorised with supportingdocumentation)
o Payment/Cheque requisitions (properly authorised with supporting documentation)
o Cheques & EFTsauthorised by two authorised executive members
e Abilitytoallocateregulartime periods to maintain the books
¢ Abilitytokeepcorrectup-to-daterecords
e Abletoworkinalogical orderly manner
e Time management skills

¢ MaintainaPolicy of Loyalty to the Surf Club and its activities whilst also maintaining confidentiality
andrespecttowards members

e Awarenessofinformation, neededforthe Annual Audit.
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