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North Australian Aboriginal Justice Agency Ltd

Duty Statement

POSITION:


EXECUTIVE OFFICER - FINANCE
LOCATION:


DARWIN
RESPONSIBLE TO:
CHIEF EXECUTIVE OFFICER 
POSITION OVERVIEW

The North Australian Aboriginal Justice Agency (NAAJA) aims to empower Aboriginal people and advance the interests and aspirations of the Aboriginal community through the provision of a comprehensive range of legal and support services throughout the Top End of the Northern Territory.
The successful person will be part of the Management team and be responsible for the overall financial management of NAAJA in consultation with the CEO and Principal Legal Officer.

REPORTING RELATIONSHIPS:
The Executive Officer (Finance) shall report directly to the CEO.

DUTIES:
· Administer the NAAJA financial system.
· Oversee monitoring of expenditure in all programs.

· Provide advice and recommendations to the CEO on all aspects of NAAJA’s financial management as required.

· Oversee, Report and monitor procedures and controls for NAAJA’s DATA record systems.

· Monitor maintenance and repairs of NAAJA buildings and other property
· Oversee and update the IT needs of the organisation.

SELECTION CRITERIA:

Leadership / Management

Proven leadership ability of a high order, with particularly regard to:

1. communicating and obtaining commitment to the financial goals of the organisation;

2. supervising financial matters in a regionalised structure;

3. ensuring timely and accurate financial information to CEO/Board of Directors

Qualifications/Skills

1. Tertiary qualifications in accounting/financial administration or equivalent experience;

2. General knowledge of government grant requirements and the funding regime under which NAAJA operates.

3. Indepth knowledge and experience in financial administration/ procedures and bookkeeping/accounting.

4. Demonstrated ability to monitor and report on Data Statistics
5. Demonstrated ability to maintain an organisation’s financial records (including assets register) in an accurate and timely manner.

6. Demonstrated administrative and organisational skills including highly developed verbal and written communication skills.

7. Demonstrated ability to work unsupervised, under pressure and within deadlines.

Communication:

1. A demonstrated ability to communicate effectively and sensitively with Aboriginal people together with a sound knowledge and understanding of Aboriginal cultures and societies and the issues which impact upon them in contemporary society.

Personal Qualities:

1. Demonstrated ethical integrity and high professional standards.

