[image: dlgsc-logo-rev-white]	
Error! No text of specified style in document.	Error! Reference source not found.
[image: A blue surface with a white stripe

Description automatically generated with medium confidence]	
Job Description Form – Management Accountant
	Position number:
	Generic
	Classification:
	Level 4

	Division:
	Capability and Performance
	Branch/section:
	Finance

	Reports to:
	14231 – Director Management and Accounting
	Direct reports:
	Nil




About the Department
	[bookmark: _Hlk20128673]Mission
	Vision
	Values

	To lead the public sector in community – focused delivery with a high performing organisation and thriving workforce.

	Western Australia is celebrated as the best place to live in Australia.

	Respectful 
Accountable
Responsive
Open-minded
Integrity


Context 
The Office of the Deputy Director General — Capability and Performance provides executive and administrative support to the Deputy Director General. The Capability and Performance portfolio includes:
•	Corporate Communications
•	Corporate Services
•	Strategy and Performance Accountability
•	Legal Services
•	State Records Office.
•	Finance
Position purpose
This position assists in the provision of management accounting services to divisional business units within DLGSC and associated Statutory Authorities. This includes the assistance in the preparation and maintenance of budgets, monthly finance reporting, notes to the financial statements, and Key Performance Indicator reporting. In addition, this position undertakes forecasting and assists in development of action plans and mitigation strategies where required.
Responsibilities 
1. Coordinates, prepares, and monitors operating and capital budgets for the respective Divisions
2. Provides monitoring and review of transactions for the respective Divisions.
3. Provide assistance with costings to support preparation of annual estimates and budget submissions.
4. Maintain financial information to comply with the requirements of the Financial Management Act 2006, Treasurer’s Instructions, and other relevant legislation. 
5. Assists with the preparation of Mid-Year Review and the State Budget Process.
6. Assists in the review of DLGSC monthly finance reports and undertakes quality control and analysis activities, including the provision of variance commentary. 
7. Assist with review and update of internal budget models to reflect divisional operating requirements and coordinate the development of financial information for internal budget and forecasting processes.
8. Undertakes close liaison with the stakeholders from across the department to ensure timely and accurate data is provided for financial reporting and decision making purposes. 
9. Contributes to the development and monitoring of accounting policies and procedures
10. Work effectively as part of the team, work productively with limited supervision and meet deadlines.
11. Communicate openly and effectively and build good working relationships across all levels.
12. Promote and develop user awareness and understanding of Financial Management Manual requirements and responsibilities. 
13. Liaise with a range of external authorities including other departments such as the Department of Primary Industries and Regional Development, Department of Treasury, and the Office of the Auditor General.
14. Demonstrate a professional customer service focus.
15. Adheres to Work Health and Safety, Equal Opportunity and other legislative requirements in accordance with the parameters of the position. 
16. Perform any other duties as assigned or necessary to support the objectives of DLGSC.
Work related requirements
This section outlines the necessary minimum requirements, in relation to the knowledge, skills, experience and qualifications required to perform the duties of the position. 
Essential
1. Experience in financial management and budgeting activities. 
2. Skills and knowledge in compiling and interrogating financial information, analysing data and the delivery of written reports. 
3. Experience in finance and administrative practices, procurement and supply processes and procedures.
4. Well-developed communication, interpersonal skills and financial reporting skills.
5. Demonstrated research, analytical and problem-solving skills
Desirable
1. Tertiary qualification in Accounting, Finance, Commerce or Business
Special conditions
Nil

Pre-employment requirements
All department positions require a current Criminal History Check (National Police Certificate or equivalent) and 100-point Identification Check prior to commencement.

	Registration date
	8 October 2024
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Mission  Vision  Values  

To lead the public sector in  community  –   focused delivery with  a high performing organisation and  thriving workforce.    Western Australia is celebrated  as the best place to live in  Australia.    Respect ful    Accountable   Responsive   Open - minded   Integrity  
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