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	Position title
	Finance Officer

	Division
	Finance

	Classification
	5.1

	Prepared by
	Atiq Ur Rehman

	Date
	19/08/2026

	Staff reporting to position
	0


Position Summary
Tangentyere Council Aboriginal Corporation (TCAC) is a community controlled Public Benevolent Institution delivering human services and social enterprise activities for the benefit of Aboriginal people from the Alice Springs Town Camps, urban Alice Springs, and Central Australia.
The Finance Officer works as part of the Finance team and reports to the Finance Manager and Chief Financial Officer. The Finance Officers work collaboratively to process accounts payable, accounts receivable and related payments; complete account reconciliations; manage petty cash and staff savings; and support weekly payroll processing.
Finance Officers may be required to perform these duties for Tangentyere Council Aboriginal Corporation and any of its related entities or enterprises.
As part of your role, you will be working with children, people with a disability and people who are vulnerable. It is your obligation to always ensure their safety and report any concerns in line with our duty of care obligations. We have zero tolerance when it comes to abuse of any kind and will take disciplinary action, including and up to termination of employment, should we determine that abuse has taken place or there has been a failure to report any suspected or alleged abuse. 
Responsibilities
Maintain complete and accurate accounts payable and accounts receivable records in accordance with organisational policies and procedures.
Assist with weekly payroll processing to ensure employees are paid accurately and on time.
Process petty cash, sitting fees, travel allowances, staff savings and staff reimbursements, ensuring all transactions are properly authorised, documented and reconciled.
Reconcile bank accounts, including debit, credit and Australia Post cards, as required.
Assist Westpac banking clients with cash withdrawals and balance enquiries.
Assist with achieving quality management objectives across the organisation.
Assist with achieving safeguarding objectives across the organisation.
Assist with achieving compliance objectives across the organisation.
Other reasonable duties as required.
Major Accountabilities
	Accountabilities
	Performance indicators

	Maintain complete and accurate accounts payable and accounts receivable records in accordance with organisational policies and procedures.
Process purchase orders through ProSpend and ensure they are approved in accordance with the appropriate financial delegation.
Enter supplier invoices into the accounting system (Reckon) and process payments after confirming that the invoices have been appropriately authorised.
Prepare and issue accounts receivable invoices accurately and promptly.
Monitor outstanding accounts receivable invoices and follow up with debtors as required to ensure timely payment.
Download Centrepay files, apply the appropriate coding and enter the transactions into Reckon.
Reconcile the accounts receivable and accounts payable ledgers, investigate discrepancies and resolve outstanding items promptly.
	All purchase orders are correctly authorised in accordance with the appropriate financial delegations.
All supplier invoices are accurately entered into Reckon and appropriately authorised before payment.
All debtors are invoiced accurately and promptly.
Outstanding debtor balances over 30 days are kept to a minimum and followed up promptly.
All transactions required for bank reconciliations are accurately entered into Reckon.
Accounts receivable and accounts payable ledgers are reconciled regularly, with discrepancies promptly investigated and resolved.

	Assist with weekly payroll processing to ensure employees are paid accurately and on time.
Assist with maintaining accurate employee records in the payroll system based on documentation received and authorised by Human Resources.
Enter and maintain employee deductions, including salary sacrifice, staff savings and child support deductions.
Accurately process timesheet information in the Employment Hero payroll system.
Ensure all payroll-related payments, including superannuation, PAYG withholding and child support, are processed in accordance with statutory requirements and applicable deadlines.
Reconcile all payroll-related accounts and promptly investigate and resolve any discrepancies.
	Employees are paid accurately and within the scheduled payroll timeframes.
Payroll errors, adjustments and employee queries are kept to a minimum and resolved promptly.
Employee records, timesheets and deductions are accurately entered and maintained in the payroll system.
Payroll-related payments and reporting obligations, including PAYG withholding, superannuation and child support, are completed accurately and within statutory deadlines.
Payroll accounts are reconciled within established timeframes, with discrepancies promptly investigated and resolved.

	Process petty cash, sitting fees, travel allowances, staff savings and staff reimbursements, ensuring all transactions are properly authorised, documented and reconciled.
Process petty cash, sitting fees, travel allowances, staff savings and staff reimbursements accurately and promptly.
Ensuring all transactions are appropriately authorised, supported by complete documentation, correctly coded and regularly reconciled in accordance with organisational policies and procedures.
	Payments are processed accurately and within agreed timeframes. 
All transactions have appropriate approvals and supporting documentation. 
Expenses are correctly coded to the relevant account, department, and program.
Petty cash and staff savings balances are reconciled regularly.
Ensure travel allowances are calculated in accordance with applicable policies. 
Ensure the staff reimbursements comply with organisational policy.
Complete and orderly records are maintained for audit and reporting purposes.

	Reconcile bank accounts, including debit, credit and Australia Post cards, as required.
Perform timely and accurate reconciliation of all bank accounts, including debit, credit and Australia Post card accounts, to ensure financial records are complete, accurate, and aligned with bank statements and supporting documentation.
	All accounts reconciled within the required reporting timeframe.
Reconciliations are completed accurately, with discrepancies promptly investigated and resolved.
Ensure all transactions and outstanding items are appropriately recorded and accounted for.
Maintain complete and audit-ready reconciliation records, including supporting documentation and explanations for outstanding items.
Ensure reconciliations are performed in accordance with organisational financial policies, procedures, and internal controls.

	Assist Westpac banking clients with cash withdrawals and balance enquiries.
Complete the required training in Westpac banking systems to provide appropriate assistance to Westpac banking clients.
Maintain current Westpac manuals and ensure all required training and competency requirements remain up to date.
Assist Westpac banking clients with cash withdrawals and account balance enquiries in accordance with Westpac’s procedures and security requirements.
	Westpac training and competency records are kept current and compliant with all applicable requirements.
Daily banking transactions are processed accurately and in accordance with Westpac’s procedures.
End-of-day reconciliations are completed accurately and promptly, with any discrepancies investigated, reported and resolved.

	Assist with achieving quality management objectives across the organisation.
Commitment to the Tangentyere Council Quality Management Objectives.
	All work-related actions and behaviours are aligned with the organisations mission and values.
Actively participate in and promote a continuous improvement culture across the organisation.
Understand and comply with organisation policies and procedures.
Maintain organisation and client records in accordance with legislative and organisational policy requirements.
Ensure all decisions made in the course of your duties are transparent and align with organisational policy and procedures.
Assist clients to provide feedback when required. 
Contribute to QMS area audits as required in a timely manner.
Contribute to implementing change when identified through the QMS as required.
Provide feedback on the QMS as required.

	Assist with achieving safeguarding objectives across the organisation.
	Report any concerns or suspicions of abuse of children, people with a disability or vulnerable peoples in line with duty of care and mandatory reporting obligations.

	Assist with achieving compliance objectives across the organisation.
	Maintain own records and manage Employment Hero compliance for staff, where applicable.
Maintain current certifications (Driver’s Licence, Working with Children (Ochre Card), Police Check, and where relevant, RN Registration, White Card and First Aid Certificate etc.) and upload evidence in Employment Hero.
Complete probation reviews (6, 12 and 22 weeks) within the approved timeframe.
Read and acknowledge all relevant policies in Employment Hero.

	Other reasonable duties as required.
	The Finance Officer may be required to perform other duties relating to finance, the Westpac Bank Agency and grants management, as reasonably directed.
Additional tasks that may arise from time to time are completed within the required timeframe and to a suitable standard.





Relationships
Internal
	Office of the Chief Executive
	Early Childhood, Youth and Family

	Finance
Aged Care
	Tangentyere Design 
Tangentyere Constructions

	Human Resources
	Central Australian Youth Link Up Service

	Social Services
	Tangentyere Employment Service


External
	Centrelink
	Funding Bodies and Agencies

	Westpac
	NGOs

	Town Campers
	Cash Customers


Competencies
Tangentyere core competencies
Commitment
Teamwork
Communication
WHS
Cultural Awareness
Qualifications and Selection Criteria
Required
Demonstrated experience in Accounts/Bookkeeping and Payroll.
Proficient in accounting systems and Microsoft Word and Excel.
A thorough knowledge of record keeping within a large organisation relevant to the position.
Experience working within an Indigenous, community-controlled, or Not-for-Profit organisation.
An understanding of Aboriginal culture as well as a broad range of contemporary issues affecting Central Australian Aboriginal people.
Current NT Drivers Licence, NT Working with Children (Ochre) Card, and a satisfactory Police Check.
Desired
Experience with Reckon, ProSpend, Employment Hero Payroll and Centrepay accounts management. 
Experience working as a bank teller.
Current First Aid Certificate, or ability and willingness to attain.


Verification
This section verifies that the position holder and the manager have read the attached position description and are satisfied that it accurately describes the position.
Position holder
	Name
	

	Date effective
	

	Signature
	


Manager
	Name
	Atiq Ur Rehman 

	Date effective
	18 August 2026

	Signature
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