
 

Position Description  
Position Title: Finance Manager 

Level:  Non-Award 

Location: South East Queensland  

Employer: Bravehearts 

Reports to: CEO 

 

Our Vision 
A world where people, communities and systems all work together to protect children from sexual 

abuse.  

Our Mission 
To provide a coordinated and holistic approach to the prevention and treatment of child sexual 

abuse.  

Our Values 

Integrity: We act with integrity, demonstrate accountability, honesty, and at all times, behave 

ethically. 

Respect: We behave and communicate with inclusivity, mindfulness, and professionalism whilst 

continually embracing diversity. 

Energy: We unreservedly apply ourselves using all efforts, power and abilities towards protecting 

children from child sexual abuse. 

Empathy: We acknowledge the bravery of survivors and those that support them. Without fear or 

favour, we seek to ensure that children have a childhood free from sexual harm. 

Bravery: We seek to genuinely understand other people’s experiences, culture and perspectives. In 

turn, we support individuals and communities in a manner that is meaningful to them.  

 

Position Purpose 

The Finance Manager is responsible for financial function including management of a team of 3 staff 

inclusive of Account Payable, Accounts Receivable and Payroll.  

The Finance Manager is responsible for overseeing tasks associated with the ‘Enable Pier’ of 

Bravehearts’ Strategic plan, specifically finance, risk and compliance and corporate governance as 

well as the development of commercial opportunities for Bravehearts. The Finance Manager will 
work closely and collaboratively with the Chief Executive and Senior Executive Team to achieve the 

Mission and Vision of Bravehearts, supporting each other in the process of review, re-development 

and implementation of the Strategic Plan and Operational Framework. As such, the role is a key 
leadership role focused on the overall success, financial viability, growth, administrative capability, 

organisational and financial functions of Bravehearts. 

Primary Duties & Responsibilities 

The role will have responsibility in the following areas; 

Key Areas of Responsibility 

 

Finance 

• Oversee the effective functioning of Finance, risk, compliance, and corporate governance. 

• Evaluate and drive the strategic and operational financial functions including budgets, 
financial forecasts and financial business case scenarios for future programs. 

• Review organisational finance processes and systems as they relate to Strategy. 

• Develop, in conjunction with Senior Leaders the organisational budget. 

• Reporting: track financials against the budget and report on changes. 

• Monthly Board Reporting. 

• Maintain the balance sheet and cash flow. 

• Manage the annual audit and statutory accounts. 

• Manage and ensure Qterly BAS is paid on time. 

• Maintaining chart of accounts and cost centre set up within MYOB AccountRight. 

• Manage the consolidation of Bravehearts branch financials for management reporting and 
audits 



 

• Pre Audit 

• Audit 

Payroll 

• Oversee payroll function in collaboration with People and Culture including checking 
fortnightly pay run. 

• Ensure Superannuation, Qleave and PAYG is processed correctly and on time.  

 

Banking 

• Load payments into the bank including international payments, bulk payments & BPAYs 

• Complete forms to create and delete accounts as needed 

• Maintain bank accounts, credit card & petty cash cards 

• Ensure there are adequate funds in bank accounts, credit cards & Petty cash cards for 
department expenditure. 

 

End of Month 

• Manage end of month practices. 

 

Strategic and Corporate Governance 

• Provide leadership in the development of long-term and short-term strategic financial 
objectives. 

• Provide advice to the Executive Team on the financial implication of businesses activities. 

• Under direction of the CEO, be responsible for all board reporting ensuring it is completed in a 

timely fashion and reported back and implement with Bravehearts’ executive management. 

• Drive continuous improvement, including new concepts and opportunities and collaborations 

in Finance. 

• Work with each strategy area ‘owner’ in management and ensure a detailed financial plan 
for each component and work with the owner to meet financial targets. 

• Review all Bravehearts operations to streamline effective reporting mechanisms internally and 

to the Board. 

• Manage Domain and Trademark renewals.  

 

Risk and Compliance 

• Overall management of risk. 

• Oversight of all matters relating to legal in collaboration with the CEO. 

• Project support to the Company Secretary as required from time to time. 

• Responsible for standard one activities and policies under HSQF. 

 

General 

• Ensure a minimum standard of formal staff communication and team building (one individual 

meeting per month and one team meeting per month minimum). 

• Conduct Planning and Development sessions with staff. 

Personal Specifications 

Qualifications/Experience: 

• Professional accounting qualifications (CA/CPA or similar) with significant experience in 

corporate management and financial reporting.  

• Experience and understanding of risk and compliance. 

• Experience working with MYOB. 

Personal Qualities: 

• Respect for privacy and confidentiality. 

• Exceptional communication and time management skills. 

• Well-developed organisational leadership skills. 

• Strong commercial business acumen with demonstrated ability to interpret and react 

appropriately to financial and business lead indicators.  

• Exceptional organisational skills. 

• Intermediate use of Microsoft office suite and keyboard skills. 

• Good literacy including the ability to prepare professional correspondence and reporting. 

• Exceptional time management skills. 

• Consultative, constructive, collaborative and decisive decision-making skills. 

• The capacity to work enthusiastically within the parameters of the Bravehearts mission and 

philosophy and to its vision for an optimum contribution to the lives of children and young 



 

people who have experienced sexual assault, their non-offending family members and 

primary caregivers 

• Principles of social justice will underpin the appointee’s practice 

• Must have or be willing to apply for a Working with Children Check (Blue Card) and National 
Police Certificate. 

• Candidates must possess a driver’s licence. 

Skills and Abilities: 

• A sound understanding of the effects of child sexual assault on the individual, family, 
interpersonal, and societal level.   

• Excellent written and verbal communication. 

• Ability to work well within a team environment.  

• Exceptional organisational and time management skills. 

• Intermediate use of Microsoft office suite and keyboard skills. 

 

 
I, ____________________________ acknowledge that I have no past or pending convictions or 

allegations in relation to harming a child or acting inappropriately toward them nor have I ever 

deliberately harmed a child or acted inappropriately toward them.  I will immediately inform my 
manager of any charges of child sexual assault or interpersonal violence.  

 

I have read, agree and understand my position description. I understand that any inappropriate 
behaviour towards children on my part my lead to me being stood down from my position, and any 

prosecution of child sexual assault, or violence towards person, whether at work or not, may lead to 

immediate termination of employment.   I declare that there is no medical or other condition which 
would stop me from undertaking the duties listed. 

 

Signed:                _________________________ 
 

Date:                   _________________________ 

 


