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OF AUSTRALIAN

DEMOCRACY

OLD PARLIAMENT HOUSE





Application Pack
Employment at the Museum of Australian Democracy at Old Parliament House

Housed in one of Australia’s most prominent national heritage listed buildings, the Museum of Australian Democracy at Old Parliament House is the first and only museum in Australia dedicated to telling the story of the journey of our democracy. It seeks to provide a range of innovative exhibitions, tours, interpretation, education programs and public activities that will inspire and challenge visitors to explore democracy from its ancient roots to the present day and possible futures.
The Museum of Australian Democracy welcomes applications from the diverse Australian community including Aboriginal and Torres Strait Islander people and people with disability, people of all ages and those from culturally and linguistically diverse backgrounds.

To apply

Please ensure your application includes:

· an applicant details form

· your statement of claims against the selection criteria provided below (a 500 word limit applies to each criterion) 

· your resume outlining your recent employment history, qualifications and referee contact details
To be eligible for employment you must be an Australian Citizen and be willing to undergo and maintain a baseline security clearance.

Please submit applications electronically to recruitment@moadoph.gov.au or post to:

The Recruitment Officer

Museum of Australian Democracy at Old Parliament House

PO Box 7088

Canberra BC ACT 2610
Applications will not be acknowledged upon receipt.

Applications received after closing will not be accepted unless prior arrangement has been made with the contact officer.



POSITION DETAILS


	Reference No:
	35100

	Title:
	Assistant Manager , Finance

	Classification:
	Executive Level 1

	Type:
	Ongoing (Full-time)

	Salary:
	$90,795  – $102,638  plus superannuation

	Section:
	Business Operations & Heritage

	Team:
	Finance

	Security Clearance required:
	Baseline

	Contact Officer:
	Andrew Harper – Deputy Director on (02) 6270 8170

	Closing Date:
	Midnight – Thursday 23 October 2014


ABOUT THE POSITION
The Assistant Manager, Finance is responsible for the day to day operations of the accounting team. This includes co-ordination and preparation of the annual budget and quarterly forecasting, accounts payable and receivable, asset registers, month end, management and statutory reporting. 

You will be responsible for managing a small team and report to the agency Chief Financial Officer.  In addition, you will work closely with the financial delegates in the agency to improve financial literacy and provide advice. 
DUTIES
Under the general direction of the Chief Financial Officer:
1. Co-ordinate and prepare budgets for internal and external customers and analyse the actual to budget results in monthly management reports. 
2. Co-ordinate payables, receivables, treasury and financial accounting tasks to assist OPH meet its financial management control framework obligations. 
3. Provide timely financial information to the Executive; Senior Management; the Portfolio and Department of Finance.  This will include liaising with the Portfolio on shared service arrangements and FMIS maintenance.
4. Improve the financial literacy and numeracy of internal stakeholders through pro-active meetings and training on budget management and financial issues. 
5. Development of guidelines, improved procedures and policies where gaps in controls exist.
6. Participate in and lead continuous improvement initiatives

SELECTION CRITERIA
All of equal importance:

1. Strategic thinking

· Hold a sense of purpose and direction

· Focus strategically

· Show judgment, intelligence and common sense

2. Achieve results

· Implement change and deal with uncertainty

· Build organisational capability and responsiveness

· Use professional expertise

· Ensure closure and delivers on intended results

3. Productive working relationships

· Nurture internal and external relationships

· Facilitate cooperation and partnerships

4. Personal drive and integrity 

· Commit to action

· Display resilience

5. Communicate with influence

· Listen, understand and adapt to audience

· Communicate clearly

6. Technical Skills

Demonstrated knowledge and experience in the following:

· Previous experience with budget preparation and financial statements in the Commonwealth Government Sector including the use of CBMS

· Excellent spreadsheet skills

· Use of multiple financial systems (previous experience with Finance / Tech One would be an advantage)

· Appropriate accounting qualifications and membership of CPA/CA are highly desirable.

