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POSITION DESCRIPTION                  

 
 

Position Title: Financial Analyst 

Department: Finance (Corporate) 

 
 

ORGANISATIONAL INFORMATION 
 

MADEC, a not for profit organisation, is a provider of Employment Services, Education and Training, Labour Hire and 
Harvest Labour services across multiple states. With over 40 years of history, MADEC aims to deliver service 
excellence in the four pillars of its business operation.  
 
Working in accordance with the guidelines set down by the Government, our business operation is focused on gaining 
successful employment outcomes for our clients. This is achieved by working with our clients to ensure we understand 
their barriers to employment, upskilling and providing training solutions, sourcing work opportunities via labour hire, 
harvest or by partnering with business and industry stakeholders to secure sustainable work options for our clients. 

 

 

PRIMARY PURPOSE OF ROLE 
 
To provide high quality and timely financial advice and support to the business in respect to all financial matters to 
maintain a system of financial controls to ensure MADEC’s adherence to statutory and contractual obligations. The 
overarching objective is to deliver meaningful and compliant financial reporting to support decision making, improve 
financial performance across the business and deliver compliance with legislative and contractual requirements. 

 

 

Direct Reports to this Role Total Number of Reports 

 
Nil 

 

 
Nil 

 

Key Relationships  

Internal 

 

 
Reports on a day to day basis to the CFO 
Site Managers 
All employees 
Executive Services Staff 
 

External 

 

 
Customers/clients 
Suppliers/vendors 
Funding bodies/agencies 
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KEY RESPONSIBILITIES  / DUTIES 
Financial Analysis & Corporate Accounting Support 

Ensure accurate and timely monthly, quarterly and year end close 

Provision of financial accounting support including provision of journals, reports, reconciliations and analysis to support 
month end and year end reporting, financial and statutory returns. 

Draw information from source expense documents, undertake data analysis and calculate multiple location and business 
unit allocations for transfer into the financial reporting system. 

Assist the accounting function in the management of grant and contractual funding amounts including  payments and 
program and narration allocations to support preparation of funding acquittals 

Monitoring and review of location and business unit expense allocations inputted by operational accounts and corporate 
financial staff and action follow up to improve organisational wide cost allocation. 

Assist in the management of the working bank account by monitoring transactions submitted by payments staff both within 
and outside the corporate financial unit for irregularities prior to submission and authorise transactions as required. 

Preparation or review of documentation prepared by financial, operational and payroll staff for external and internal audits, 
advise the auditors in respect to all processes across the team and provide reconciliations against source documents to 
support the financial ledgers as necessary. 

Management of the asset register in accordance with relevant legislation including calculation of monthly depreciation and 
amortisation, review of remaining useful life and residual values, input of revaluation data, asset capitalisation reviews and 
year end reconciliation. 

Calculation of the distribution of corporate support charges and review and maintain business unit allocations to maintain 
a system that fairly distributes overhead costs according to usage of central resources. 

Financial system administration including set up of new workplaces and users and response to ad-hoc system maintenance 
enquiries and update of XL One reports as necessary 

Assist the CFO with budget preparation by compiling supporting information, preparing budget work papers and preparing 
budget journals and allocations as required. 

Identification of, research and implementation of recommendations for improvement and the identification of and 
participation in projects as necessary to rollout out measures for continuous improvement. 

Assist with the performance of duties of Corporate Finance Officers encompassing duties outlined in respect to payment of 
accounts and processing of corporate cards. Review of documentation received for compliance with Purchasing Policy, ATO 
guidelines and contractual compliance and assessment of recovery/reimbursement for jobseeker and seasonal worker 
expenses, where applicable. 

Review financial processes and implement recommendations for improvements relating to debtors and creditors.  

Monitor processes undertaken by operational accounts & payroll staff and provide technical support and assistance as 
required. 

Provision of support and back up to the accounts receivable function including assistance with receipting, invoicing, credit 
assessments and debt collection. 

Financial reporting & Analysis 

Ensure accurate and timely financial reports for the internal divisions so as to provide clear insight into its financial condition 
to enable high quality and effective decision making  

Compile and analyse financial data to assist with financial reporting including evaluation and analysis of trends in revenues 
and expense and balance sheet items. Dissect and interpret performance data as required. 

Develop financial models to support financial records and to support financial reports such as allocations, P&Ls, budgets 
and forecasts. 

Provide analysis and commentary and recommendations for resolution of discrepancies identified by analysis and 
reconciliations undertaken. 

Service delivery 

Assist in the coordination of the service delivery function through management of the communication through the accounts 
email and provide an advisory and support service to managers and staff in respect to financial matters  

Management of the accounts email and incoming documentation to ensure effective workflow distribution across the team 

Other 
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Assist the CFO in the development and maintenance of financial policy, systems and financial controls for MADEC.  

Support the CFO by contributing ideas for continuous improvement of processes, systems and outputs and support the CFO 
in encouraging other people in the team to do the same. 

Other duties as required by the CFO. 

Corporate responsibilities 

Contribute to the achievement of the goals as outlined in the Strategic Plan and the overall objectives of the organisation. 

Participate fully in staff appraisal and professional development review processes. 

Comply with all Work, Health, Safety and Environmental system requirements which provide a safe and healthy work 
environment, free from sexual harassment and discrimination. 

Adhere to MADEC’s policies and procedure and “Code of Conduct” for employees. 

Participate in the Continuous Improvement of the Integrated Management System by assisting with identifying, correcting, 
monitoring and evaluating activities to improve internal and external customer service. 

Participate in managing and complying with injury management practices with the aim of early return to work in all cases. 

 

QUALIFICATIONS AND EXPERIENCE 
  Essential Desirable 

Qualifications 

 

Certificate IV in Accounting or Business or 
equivalent or equivalent minimum 2 years’ 
experience 

 

Undertaking or completion of Diploma/Bachelor 
of Accounting or equivalent 

Experience: Experience in analysis of data use of 
spreadsheets at an intermediate level including 
but not limited VLOOKUP, MATCH, and INDEX, 
text functions, and date and time, text, 
functions and pivot tables 

 

Experience in the use of VBA and macros to 
automate functions. 

Experience in use of advanced charting, data 
validation and conditional formatting to present 
data to non-financial users. 

 

Skills: 

 

An understanding of accounting principles and their practical application in a business environment.  

Demonstrated computer skill and literacy, with practical understanding and application of spread 
sheets, databases, and general ledger systems.  

Solid interpersonal skills.  

Strong organisational and time management skills, with an ability to prioritise tasks, meet prescribed 
deadlines, and concurrently manage a number of competing tasks.  

Cultivates creditability and honesty.  

Demonstrates a high level of confidentiality and discretion.  

Displays enthusiasm and initiative - has a high achievement drive and acts in a self-directed way.  

Exercises ownership and a high concern for the quality of their own work, reflected in a high attention 
to accuracy and detail.  

Possesses a sense of urgency.  

Operates effectively in a team environment; establishes a rapport and builds strong relationships.  

Shows a strong community and service ethic and commitment to deliver exceptional service.  
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Is flexible and has an ability to adapt and operate effectively in a demanding and changing business 
environment.  

Well-developed interpersonal, oral and written communication skills. 
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At MADEC We Value 

 

Authenticity 

We remain true to our core purpose. We are honest, trustworthy and transparent. 

 

Courageousness 

We act ethically and stand up for what is right, just and fair. 

 

Passion 

We believe in what we do and will not waver in our commitment to achieving expected outcomes. 

 

Inclusiveness 

Everyone matters, we are “all” community. 

 

Excellence 

We are committed to continuous improvement in all we do. 

 
 
Position Description reviewed by: 
 

 
Employee 
Name: 

 
               J.Bieber                        
 

 
Title: CFO 

 
Date: 09/11/2020 

 
 
Employee acknowledgement of Position Description: 
 

 
Employee 
Name: 

 
                                       
 

 
Signature:                                   

 
Date:    /   /     

 
 
 
 
Please provide copy of Position Description to employee.   
Employee to sign and return to Human Resources. 

Accountability 

We do what we say we will do and are responsible for our actions. 


