CANDIDATE INFORMATION PACK

Finance Officer
Corporate Services

CLOSE DATE: midnight, 2 March 2015



Position Description

Finance Officer

Classification: CARE Band 2

Department: Corporate Services

Branch/team: Finance

Location: Canberra

Positionreports to: Finance Manager, Australian Operations
Position Type: Fixed Term, 10 months

About CARE Australia

CARE isan international humanitarian aid organisation fighting global poverty, with a special focus
on working withwomen and girls to bring lasting change to their communities. As anon-religious
and non-political organisation, CARE works with communities to help overcome poverty by
supporting development projects and providingemergency relief. We know that supportingwomen
and girlsis one of the most effective ways to create sustainable outcomesin poor communities. We
depend onsupportfromthe Australian publicto carry out our work.

CARE Australiaisa member of the CARE International confederation. We strive fora world of hope,
tolerance andsocial justice, where poverty has been overcome and people livein dignity and
security.

For over26 years, CARE Australia has earned aninternational reputation for ourabil ity to respond
quickly toemergency situationsin countries as diverse as Haiti, Pakistan and East Africa. We are also
renowned forourinnovative, sustainable and effective long-term development projects. All our
projects are designed to equip the people we support with skills and resources so they can take
charge of theirlivesand work towards a betterfuture.

CARE Australiais directly responsible for program design, implementation, monitoringand
evaluation, as well as management and contractual control of all projects. Asa consequence, we
have a high degree of accountability and transparency. CARE Australiais committed to protecting
the rights of childreninall areas we work around the world.

Aboutthe Department

The Corporate Services Department is responsible for the development of corporate policy and the
deliveryof professional services and advice to CARE Australiain relation to human resources, finandial
management, business support, and information technology. The Department plays a pivotal role in
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organisational change by collaborating with business units to enable the delivery of desired
organisational outcomes and the meeting of/or exceeding of agreed service delivery
expectations. The Department delivers corporate administrative support to meet the needs of a
geographically dispersed number of internal clients in Australiaand in our country offices.

The Finance Branch is divided into two responsibility groups, being those responsible for National
Office finance and accountingand those responsible for Country Offices financeand accounting. The
groups must work closely together to ensure that financial information is provided efficiently and
effectively. The Finance Branch provides assistance and support to CARE Australia managers in
discharging their financial management responsibilities, financial information for strategic decision-
making purposes and processing financial transactions.

Aboutthe Role

The Finance Officer will be involved in the processing of payroll for Australian based and overseas
based employees, updating and maintaining datain the payroll system and assisting with month end
and year end payroll obligations. The role will also include the preparing of journals and account
reconciliations for payroll, donations and other general ledger accounts while closely working with
othermembersinthe Finance Departmentand across the organisation.

Key Responsibilities

e Process fortnightly and monthly payroll, generate payroll reports and ensure that tax and
otherobligations are met.

e Update and maintain dataand prepare month end and yearend processes

e Record donations income into the financial accounting system and reconcile with various
payment methods and following up foradditionalinformation.

e Prepare and process journal entries and account reconciliations for payroll, donations and
otheraccounts inthe general ledger.

e Lliaise withinternal and external clientsto ensure that queries and questions are resolvedin
a timely and effective manner.

Selection Criteria

Please provide ashort statement against the following criteria:

e Demonstrated ability to update and maintain a payroll system and the ability to extract and
analyse data. Experience with payroll software, preferably Micropay, is desirable.

e Understanding of payroll legislation and processesi.e. tax and superannuation

e Demonstrated experience in data entry or accounts reconciliation while maintaining a high
level of accuracy, strong numeracy skills and attention to detail.

e Demonstrated initiative, proven organisational and time management skills including the
ability to manage workflows and balance competing priorities to ensure timely processing to
meetdeadlines.
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e Demonstrated ability to respond effectively to challenges, to work effectively in a small,
diverse and busy team environment with minimal supervision.

e Demonstrated customer service ethicand the ability to respond to questions and queriesfrom
internal and external clientsin atimely and effectivemanner.

e Demonstrated ability to maintain effective working relationships with cross functional teams.
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CARE Australia Terms and Conditions for Australian based staff

Position Title: Finance Officer

Department: Corporate Services

Location: Canberra

Salary Package CARE Band 2 (546,926 — 556,134)
$46,926 Base Salary (includes a Fringe Benefits component of $15,900)
$4,458 9.5% Superannuation
$51,384 Total Package

As a CARE Australiaemployeeyou can access generous tax concessions, and one such concessionis
exemption from Fringe Benefits Tax (FBT). ‘Fringe benefits’ is the legal term used by the Australian
Taxation Office to describe payments made through salary packaging. Afringe benefitisa
reimbursement of an employee’s personal expenses (e.g. mortgage, rent, rates, loans, school fees,
credit cards).

This meansthat CARE Australia can pay/reimburse an employee’s personal expenses (up to $15,900
peryear) and the employee pays notax on this money. Thisamountis in addition to your normal
tax-free threshold forsalary (518,200 p.a.).

The fringe benefits component means the base salary has a higher overall commercial value.
Depending onyourindividual circumstances the commercialvalue of this salary can be
approximately $54,070 - $64,509. To understand how this could impact onyou, you may wish to
seekindependent financial advice. Full details will be given to short listed candidates if requested.

Employmentdetails: Thisfull time, fixed term positionis subject to probation. All entitlements
are setout inthe CARE Australia Contract of Employment. Full employment conditions are setoutin

the CARE AustraliaHuman Resource Policy Manual.

Working Hours: All full time employees work 37.5 hours perweek. Each full time employee is
expectedtowork 7.5 hours during the course of a working day.

Travel: Travel as necessaryinresponse to requirements of the position within Australiaand/or

overseas.

Please Note: CARE Australia’s salary structure is based on 8 Bands and within the bands, five salary
points. Itis usualforpeople commencing with CARE Australia to be placed on Point One of the relevant
band with further progression through the bands related to the ongoing performance appraisal
process. The Base Salary Package listed in this document is Point One for the relevantsalary band.
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How to apply and additional information

Toapply:

You must complete the online Application Cover Sheet oraword version of the Application Cover
Sheet. Links to these documents can be found with the advertisement on the vacancies page of the
CARE Australia website: http://www.care.org.au/vacancies

Then email a brief statement addressing the Selection Criteria (found within the Position
Description) along with your current CV to: jobs@care.org.au The subjectline of your email should
read: LAST NAME, First Name + Position Title + Position Location.

Applications close: midnight, 2 March 2015
Before submitting your application, please ensure you can answer ‘yes’ to the following:

Have you completed the coversheet?
Have you included your CV?
Have you addressed the Selection Criteria?

A w N e

Have you included current contact details and clearly outlined which role you’re applying
for?

5. Isyourapplicationsuccinctand informative?
Questions about the role?

Please contact Andrew Cameron on 02 6279 0207 or andrew.cameron@care.org.au (please do not

email applications to thisaddress).

Rightto workin Australia forinternationalapplicants

CARE Australiaisnotina position to sponsor entry to Australia. In applying for an Australian based
positionyou will be expected to already have avalid Australian work permit (permanent residency
or applicable workvisa). Information on Australian visas and working entitlements are available
fromthe Australian Government Department of Immigration and Citizenship.

Child protection

CARE Australiais committed to protecting the rights of childrenin all areas we work around the
world. Applicants are advised that CARE Australia reserves the right to conduct police checks and
otherscreening proceduresto ensure achild-safe environment. For more details, pleaseread our
Child Protection Policy and Code of Conduct.
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Gender, diversityand inclusion

A commitmentto havingagenderand diversity focusis essential to CARE pursuingits mandate. CARE
Australia respects and values diversity, and does not discriminate on the basis of race, gender,
ethnicity, age, religion or politics. Thisis reflected in ourselection decisions which are made entirely
through a meritselection process.

The recruitment process and expected timeframes

CARE Australia appreciates the timeand effort taken toapply fora position with us. We are
committed to ensuring all recruitment processes are fair, efficient and transparent and we are
committed to equal opportunity and diversity in the workplace. Due to the volume of applications
CARE receives, unfortunately we are unable to respond to all applicants or notify unsuccessful
candidates who did not progressto interview. However, below is some information on how our
recruitment processes generally work and expected timeframes:

e Allvacant positions are advertised on our website;

e Unlessotherwise stated, roles are advertised foraminimum of 2 weeks;

e We aimto complete the short-listing process within 2-4weeks following the close date of
applications; and

e Selectioncommitteeinterviews are held foraselect number of candidates either face -to-
face or viathe telephone, ideally withinamonth following the application close date;

e Additional background checks may be required priorto interview such as Working with
Children, Criminal History, Right to Work and Working Visas;

o Referee checkingof the preferred candidates happensinthe weekfollowinginterviews.
Referees will not be contacted without prior permission; and

e An Offerof Employment will ideally be made withinaweek of interviews.

If you have any requirementsthat need to be considered as part of this application process, e.g.
interpreter, disability, longertime allocation forinterview, etc, please do not hesitate tolet us know.
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Tips on how to prepare your application

Your applicationisthe first step towards arewarding career with CARE Australiaand our first
impression of you. Therefore, itisimportant that you give yourselfthe strongest opportunity to
succeed right fromthe beginning. Ourtipsonapplying forjobsisa helpful guide to writing your
application, including responding to the selection criteria.

To improve your chances of selection we recommended that you:

e Thoroughlyresearch CARE Australia, including our organisational goals, values, mission and
vision;

e Carefullyreadthe Position Description and ensure you understand the role you are applying
forandthat itissuitedtoyour skills, experience and qualifications;

e Carefullyreadthe Terms and Conditions and check whetheryou are eligibleto apply, and
that the salary and entitlements match your expectations; and

e Ifyou wishtodiscussthe position, the selection process and the work environment, please
phone the contact officer outlined in the candidate information pack.

Follow the online directions, complete all the necessary fields and provide all relevantinformation so
your applicationis submitted correctly. The steps are as follows:

1. Underneaththe linkstothe Position Description and Terms and Conditions, at the bottom of
each vacancy announcementthere are two links to the CARE Australia Application Cover
Sheeteithercompleteitviathe website (preferable) ordownload the WORD version and
email italong with the rest of yourapplication documents. Ensure you answer all questions
inour Application Cover Sheet.

2. PrepareyourCV whichclearly outlines your qualifications, contact details, career history,
including your responsibilities and achievementsin each of yourroles, and any other
relevantinformation.

3. Respondtothe Selection Criteria which assists the Selection Committeeto assess your
suitability for the position. We recommend approximatelyhalf a page responses to each
criteria.

4. Email yourCV, response tothe selection criteriaand coversheet (if youwere unable to
submititonline) to jobs@care.org.au.

To ensure aninformed assessment of your suitability and claims forthe positionitis recommended
that you complete all three partsinthe application process. Please note that applications can only
be submitted by email.

Tipson how to preparea CV

Your CVis one of the most useful tools in demonstrating your suitability forarole. When preparing
your CVit isimportantto rememberthe following:
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e Keepitsimple andsuccinct, we recommend approximately 2-4 pages;

e Listyourrelevantwork experience in chronological order, starting from your current or most
recentrole;

e Do notjustoutline each position and employer, be sure toinclude yourresponsibilities and
achievements whilstin each position;

e Ensurerelevantpersonal informationis provided such as your name, contact number,
addressand email address as well asany period where you might be un-contactable;

e List yourqualifications, the institutein which youreceived them and the year;

e OQutline atleast 2 professionalreferees, their currentrole, contact details and their
relationship with you. Friends, colleagues and associates are not suitable as referees.;

e Explainanygapsin yourcareer (travel, havingafamily etc);

e OQOutline anyrelevantvolunteering opportunities;

e Do not use abbreviations, slangorjargon; and

e Thereisno needtoinsertpicturesorgraphics, or attach any certificatesorreferee reports.

Tips on how to respond to selection criteria

Itisimportantto not only rely onyour CV when submittingan application. When addressing the
selection criteriaitisimportantto:

e Provide aclearand succinct statement against each selection criteria. We recommend
approximately half a page for each criterion;

e Ensureyouclearlyunderstand whatis meant by each criterion before preparing your
response;

e Briefly outline how yourskills, experience, qualities and knowledge enableyou to meet the
criteriaand perform highlyinthe role, include an overview of your relevant experience,
responsibilities, achievements and examples to demonstrate your suitability forthe position.
Your resume is a good place to look first at determining your relevant skills, experience and
achievements;

e Use relevantand specificexamplesto supportyourclaims, and clearly outlinewhat yourrole
was inthe example;

e Whenstructuring your responses you may consider utilisingisthe STAR model —that is:

Situation—provide a brief outline of the situation or setting
Task — outline whatyou did

Approach or action— outline how you didit
Result—describe the outcomes

e Be honestand factual;and
e Edit, proofand re-read several timesto ensure there are no errors and that you have
answered all aspects of the criterion.
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Why work for us?

CARE Australiaisone of Australia’s largestinternational aid and development agencies. By working
for CARE Australia, you will make adirect contribution to the ongoing fight to address global
poverty. Asan organisation that pursues best practice inthe work we do, we seek to support our
staff through offeringa comprehensive package of salary and benefitsto complement and enhance
your work with us.

Hereis a brief list of some of the benefits available to CARE Australia staff. Note that outside of
Australia, some benefits may vary from country to country to take into account local needs and
differences.

Packaging

As part of your overall salary, all Australia-based employees have access to ourflexible and generous
salary packaging scheme which you can tailorto suityourown needs. Oursalary scales are reviewed
annually toreflect the cost of living.

Workplace diversity and flexibility

As part of our business commitment to Gender Equity and Diversity, we recognise that our staff may
need flexibility to manage theirlife outside of the office. At CARE Australia, we have arange of
creative solutions that may be negotiated where possible, on a case-by-case basis, to help you
balance work with life. Examplesinclude alternative orreduced hours orjob sharingarrangements

Performance management

Our performance management framework helps you work closely with your managerto plan,
manage, review and give feedback about your performance throughout the year, leading to a salary
review based onyourcontinuousimprovement. Team work is part of our culture and we provide
training to our staff and managers in communication and decision making skills to ensure we remain
engaged withthe work we do.

Leave entitlements

CARE Australiaemployees have access to standard annual, personal leave and additionalleavein
recognition of long service. We have paid Parental leave, and for staff on overseas postings we offer
restand rehabilitation leave and annual home leavein recognition of difficult working conditions.
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Professional development

Our employees are amongst the bestintheirfields, and if an opportunity exists to help you continue
to build your professional skills and prepare for future aspirations, our Professional Development
opportunities willhelp youdo justthat. Ongoing staff who have been with usforlongerthan 12
months have the chance to apply forour Study Support scheme — helping you with reimbursements
towards gaining a formal tertiary qualification.

Employee Assistance Program

Our company-paid Employee Assistance Program provides supportto our staff and theirimmediate
family members through afree counselling service whereany work or personal issues can be

discussed confidentially.

Please note, thisrepresentsjustasmall selection of the benefits available to CARE Australia staff and
does not constitute a legally binding document. Entitlements and other development opportunities
are oftensubjecttoa qualifying period.
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Privacy Policy

Your privacy isimportantto CARE Australia (CARE). Please read this privacy policy carefully as it
describes how we handle your personal information.

CARE iscommitted to protecting and securing the privacy and confidentiality of your personal
information. If atany point you wantto know more about our policy, or are worried about yourown
details, or have ideas on how we can improve our practices, do let us know via jobs@care.org.au.

Importantly, CAREis bound by the Privacy Act 1998 (Cth) (the “Privacy Act”) and the privacy
provisions of otherapplicable legislation. In particular, CARE must adhere to the Australian Privacy
Principles (”APPs”) in relation to collecting, holding, using, disclosing, securing and allowing access to
your personal information.

We may revise this privacy policy from time to time by publishingarevised version on our
website. Thatrevised version takes effect from the timeitis published.

Collection of personalinformation

CARE collects and uses personal information about you inrelationtoyourapplication for
employment of volunteer/intern engagements with CARE.

Your informationis collected from you at the time you complete yourapplicationforemployment or
volunteer/intern engagement through our recruitment system. From time to time we may obtain
personal information from third parties such asreferee reports. When we do so, we will take
reasonable stepstoensure that we make you aware of the collection of yourinformationin
accordance with Australian privacy law.

‘Personal information’ simply putisanyinformation oropinion thatcanidentify orbe usedto
identify you.

Duringour recruitment process, CARE may conduct some or all of the following pre -employment
screeningchecks:

e Confirmation of qualification/education levels;
e Confirmation of previous employment;
e Criminal history/background checks;
e  Working withvulnerablechildren;
Health check; and
e Reference checks.

Why does CARE Australia collect thisinformation?

e Todetermineyoursuitability foremployment orvolunteer/intern engagement.
e Sowe can complete all necessary stepsin preparingyou for youremployment or
volunteer/intern engagement should you be successful.
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e So we can contract you aboutyour currentapplication orfuture employment or
volunteer/intern opportunity.

Disclosure of personalinformation

The information you provide us with willbe disclosed to the CARE HR Branch and selection
committee members directly involved with the recruitment process.

How CARE storesyour personalinformation

Your information will be stored by our erecruitment providerinthe cloud on services locatedin
Australia. We require this third party provider, through our agreements with them, to comply with
our security guidelines and privacy laws.

Accessto personalinformation outside Australia

We are an international organisation with internalinformation sharing between our country
offices. Thismeansthatitis possible your personal information may be shared with our offices
based outside Australiaif selection committee members are based overseas.

13| Page

&3care



