[image: image1.jpg]




ROLE DESCRIPTION: FINANCE OFFICER
Position:
Finance Officer
Position status and location: 
This is a permanent position and is based in our Wellington office.  

Reporting to:
Chief Financial Officer
Staff reports:
None

Cost Code sign-off:
None
Date:
May 2024


Our organisational values

The PSA He Pukenga Here Tikanga Mahi takes a strategic approach to unionism and our organisational values are:

· Solidarity - Kotahitanga

· Social Justice - Pāpori Ture Tika

· Integrity and Respect - Te Pono me te Whakaute

· Solution focussed - Otinga Arotahi

· Democratic - Tā te Nuinga e Whakatau ai

Te Tiriti o Waitangi/Treaty of Waitangi
The PSA He Pukenga Here Tikanga Mahi ais a Te Tiriti responsive organisation that affirms Te Tiriti o Waitangi as the founding document of Aotearoa.  We are committed to the Treaty provisions of partnership, protection, and participation in activities pursuant to the purpose and objects of the union, as they relate to the working lives of members.
Purpose of this position

The primary functions of the Finance Officer are to manage and meet payroll, external reporting and tax deadlines and to ensure the PSA meets its financial obligations and liabilities on a day-to-day basis.
Working relationships
	Internal:
	External:

	Secretariat

Assistant Secretaries
Chief Financial Officer

Senior Finance Officer
All Association Staff

EA to National Secretaries
PA to Assistant Secretaries


	Representatives of financial institutions 
Superannuation providers
Inland Revenue Department

Other Unions

Accident Compensation Corporation

Statistics Department

Payroll Software Provider
Auditors

	Key Accountabilities
	Activities 

	Participate constructively in their team
	· Work collegially and co-operatively within the wider PSA

· Provide support for each other

· Comply with PSA policies and strategies

· Attend team meetings

· Actively participate in all team’s activities

· Respect each other’s view on matters

· Joint problem solving

· Keep team members informed

· Decision-making by consensus

· Ensure effective and timely handover

· Maintain a balance between the autonomy of individual responsibility and team responsibility
· Contribute to the mentoring/buddying of less-experienced staff

	Payroll
	· Process fortnightly staff payments including payments as per CEA

· Process one–off payments to staff/Contractors

· Process monthly payroll, Executive Board Honorarium, Final pay Calculations, all PAYE tax returns via Electronic filing

· Administer and pay all Superannuation Funds deducted and subsidised by the Association

· Administer Kiwisaver scheme with provider and I.R.D.
· Maintain payroll control accounts (Balance Sheet reconciliations)

· Liaise with payroll software provider and maintain payroll system
· Provide advice and analysis on enquiries relating to payroll


	Accounting and administration
	· Check -the accuracy and validity of all creditor payments and -ensure there is sufficient cash to fund payments

· Post Bank transactions to bank accounts in the finance system and reconcile bank accounts
· Create and transmit electronic fund transfers (Payroll, Investments, creditors)

· Process ACC claims

· Calculate and pay all Inland Revenue Payments for :Paye, Gst and FBT

· Process payment of income tax instalments

· Complete Statistics and Department of Labour returns

· Assist cost centre managers with monthly variance analysis as required

· Prepare and post month end journals (including accruals) and G/L recode /correction journals

· Prepare and post all payroll related journals in the finance system.

· In conjunction with other Finance Officers, process subscriptions income daily from bank account for Membership and post into the finance system as required.
· Assist with Accounts Payable, Accounts Receivable and Flexipurchase administration as required


Person Specification
Skills/Attributes
· Work methodically, systematically and with an eye for detail

· Manage time and work to deadlines both internal and external

· Conscientiousness

· Maintain confidentiality

· Sound computer literacy including specialist Financial and Payroll databases and proficiency in Excel 

· Good communication and interpersonal skills

· Analytical and problem solving skills

Knowledge
· Working knowledge of budgeting, payroll and financial management systems 

· Understanding of PAYE, FBT and payroll legislation including the Holidays Act

· Knowledge of administrative systems and procedures

· Ability to work autonomously
· The following would be an advantage but is not a requirement: knowledge of PayGlobal and Microsoft Business Central systems and some ability to use SQL
Working at the PSA
PSA Employment Principles

The management of the PSA is committed to being a good employer and providing a quality working environment; a process of constructive engagement with staff through their unions; and operating fair, transparent and consistent employment processes and good faith principles.

Our organisational values

The PSA takes a strategic approach to unionism and our organisation values are:

· collectivity and solidarity;

· trust and integrity;

· accountability. 

Leadership and Management style in the PSA

The PSA aims to achieve an optimal balance between an empowering leadership style and ensuring sufficient accountability for achieving the strategic outcomes of the union.

By empowering leadership style we encourage people and teams to take individual and collective responsibility for making appropriate decisions within their sphere of influence and to manage their work effectively.  The PSA has a flat structure with staff working in teams with a dual emphasis on self-management and teamwork.  Within the context of the PSA’s team-based approach to work, an empowering style means developing the ability of teams to co-ordinate and control their work and to work effectively with others to achieve the union’s strategic goals. 

National and Assistant Secretaries hold management accountabilities which enables them to make appropriate decisions whilst being mindful of the PSA employment principles.

Health and safety

Staff shall take all practicable steps to ensure his/her safety at work and that no action or inaction of the staff causes harm to any other person.
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