POSITION DESCRIPTION

With Courage and Compassion

Job Title: Chief Financial Officer / Business Manager
Job Type / Tenure: Fulltime Reports to: Principal and the Board of Directors
Salary Level: By negotiation Next Review Date: September 2029
Authorised by: Glen Johnson Principal Date of Authorisation: 2/9/2026
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Position Description for CFO / BUSINESS MANGER

VISION
Growing confident, creative and resilient people who thrive in an ever changing world.
MISSION

Kimberley College is a place of belonging and care, continuing to evolve by offering rich academic and creative
learning, supported by strong relationships that help people discover their purpose, develop curiosity and
grow the skills to contribute, adapt and be equipped for life.

VALUES

Respect; Integerity; Collaboration; Creativity; Health & Wellbeing.
MOTTO

With Courage and Compassion

PURPOSE

The CFO / Business Manager plays an important role in helping to realise the school’s mission and vision. The
CFO/Business Manager is a Senior Leadership position reporting to both the Principal and the Board Chair.
The CFO/Business Manager will have strategic and operational leadership responsibility for the business and
operational services of Kimberley College, actively shaping and executing the strategic direction of the
College in these areas. The CFO / Business Manager is required to attend Board and Sub-Committee meetings
and is a member of the College Senior Leadership team.

As a Senior Leadership position, this position description is dynamic and will change as the strategic and
operational needs of the College change. The position description is an indication of the areas of
responsibility and involvement. Itis understood that the nature and scope of the duties will require flexibility,
time and attention outside what might be considered as ordinary working hours. The remuneration package
is set with this in mind.
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KEY AREAS OF RESPONSIBILITIES

The CFO / Business Manager is responsible for financial management, school resources, strategic planning,
risk & compliance, property and facility management and development, secretarial / governance, funding,
IT, administration and food services. To achieve this the CFO / Business Manager will work collaboratively
and closely with all members of the Board, the Principal and the Senior Leadership Team (SLT). This role
also serves in the capacity of Company Secretary for the Board.

1. Strategic Planning
e Contribute to the strategic direction and planning for the College as a member of the SLT, through
the provision of strategic modelling over multi-year timeframes
e  Work with the Principal and Board to create and operationalise a Strategic Operations Business Plan
to support planning of infrastructure and the physical resource development of the School

2. Financial Management & Funding
e Monitor and report monthly upon the financial health of the College and identify strategies to
facilitate the achievement of the Boards objectives (and ensuring solvency).
e Implement and monitor financial management systems and controls for all operations and individual
Capital projects as required.
e Oversee the payment of Staff in accordance with appropriate awards and or enterprise agreements
or contracts of employment.
e OQversee all financial processes within the Accounts Department including;
- Monthly account reconciliations
- BAS, PAYG and super submissions to the ATO
- Billing Cycle
- Debt Management
- Accounts Payable/Receivable
- Cash Management
- Payroll including EOFY processes
- Maintain asset and depreciation
- FBT management
e Liaise with banking and lending institutions with regard to existing and future loans and equity
requirements and repayments.
e Provide monthly management reporting including year to date actuals, and end of year forecasts
against budget, debt management reporting and compliance reporting to the Principal and Board
e QOversee all census submissions ensuring accuracy and timely submissions
e Regularly search for funding opportunities via Federal, State, recurrent and capital grants programs
(i.e. capital works, educational delivery, professional development of staff) and execute processes to
secure suitable funding.
e Maintain financial reconciliation of all targeted funding and provide reconciliation and certification
documentation to Grants authorities as required
e Lead and direct a small finance office team
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3. Risk & Compliance

e Assume the role of Company Secretary and ensure compliance with the requirements of the
Companies act and ASIC

e OQOversee all insurance matters including negotiation of annual premiums, lodgement and
administration of all claims.

e Ensure all buildings and facilities are compliant to local and state Government requirements

e Ensure compliance with all WH&S and Workers Compensation legislations

e Oversee risk management of staff/student/parent/volunteer/contractor activities; ensure processes
are established and enacted with appropriate documentation recorded in a timely manner.

e Provide executive leadership for business continuity and emergency planning arrangements.

4. Secretarial / Governance

e With the Principal and at the direction of the Property subcommittee of the Board, prepare and
submit applications for capital grant funding from the ISQ-BGA

e Insofar as statutory compliance is concerned, maintain regular reporting to both Federal and State
Education departments to guarantee the uninterrupted continuance of recurrent funding.

e Ensure compliance of Board meetings with Memorandum & Articles of Association, Constitution and
Board Charter and Board Policies.

e Act as and carry out the functions of the Company Public Officer and Company Secretary

e Ensure the company’s accounting records are maintained in accordance with the Corporations Act
and Education Act.

e Maintenance of all registers and records required for audit and regulatory purposes

e Management of relationships with the College’s auditor, accountant, banking, legal and other
professional advisers.

5. School Resources

e Qversee staffing and operations of the Facilities team, including management of any external service
providers i.e. cleaners, electricians, etc. As well as ensuring maintenance and upkeep of buildings
and machinery is maintained to a high standard.

e Responsible for negotiation of all contract services relating to facilities, including (but not limited to)
energy supplier, internet provider, security, mechanical, cleaning, fire and emergency services waste
disposal, pest management, air conditioning, electrical etc.

e Responsible for actioning and managing any projects to ensure delivered on time, on budget and to
a high standard of finish, providing low ongoing maintenance to an occupiable completion.

e Manage ongoing and preventative maintenance of the College facilities, property and assets

e Responsible for school grounds being presented to a high standard at all times

e Responsible for the coordination and contracting of appropriate school transport services and
associated software

6. Information Technology
e With the Principal and SLT, actively manage the provision of IT services, architecture and
infrastructure to ensure that the college’s capabilities are in no way compromised or constrained by
IT.
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e Meet regularly with the IT Manager to ensure the IT Strategy and annual plan is enacted and
performance measures are met and that IT systems are managed appropriately to provide all of the
support necessary for staff to perform their duties effectively and efficiently.

e Ensure appropriate Project Management methodology is used in the delivery of IT projects, to ensure
they come in on budget, time and task.

7. Administration

e Create and foster a customer service and continuous improvement culture within all business
functions of the College so that students, parents, staff and other stakeholders view KC services as
responsive, outcomes-focused and value-added.

e Conduct regular performance appraisals of all staff directly supervised, and formulate professional
development plans for those staff according to their needs and the constraints of the budget.

e Lliaise with the community at large through commercial and professional associations and
relationships, and with the College community as required to always present the College in the best
possible light.

e Develop various professional networks, resources and contacts to gain knowledge of changes within
the employees’ scope of responsibilities.

e Contribute to the College’s duty of care for both staff and students by adhering to all requirements
relating to the development of an environment, which is free from the risk of injury, harm and/or
disease as required by the Workplace Health and safety act and the Child Protection Acts and
relevant College policies and practices; and

e Any other tasks as reasonably directed by the Principal

KEY SELECTION CRITERIA

An employee at this level would be expected to perform work assignments guided by policy, procedure,
professional standards and managerial or technical expertise. The employee will also have a strong
understanding and application of conditions of employment, the school, the school’s policies and procedures
in relation to the work environment and the employees with whom the employee will be working. An
employee at this level would typically have completed one of the following relevant qualifications:

Qualifications:

e Formal business / commerce qualifications at a tertiary level
e Qualified accountant with membership to either IPA, ACA or CPA
e Relevant governance training with membership to AICD would also be an advantage

Skills:

e Previous experience working in the Education field (3+ years)

e Current or previous membership with ASBA would be an advantage

e Strong business acumen and the ability to negotiate business outcomes for the College

e Thorough understanding of legislative requirements and reporting (Federal, State and education
specific)

e Proven experience and understanding of accounting and bookkeeping procedures.

e Experience in reporting to and working with a Board.
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e A high degree of competence in organisational matters related to property management and
supervision of building projects and related activities

e A high level of proficiency and understanding of Information Technology

e People management skills — Leadership skills.

e Open clear and persuasive communication skills.

e The role requires a high level of professionalism in all communications both verbal and written.

e Organised and flexible enough to be able to reprioritise daily tasks to accommodate emergent
requests

e This position will require flexible working hours and the incumbent may be required to attend
meetings, functions or promotional events as part of, or in addition to, agreed work hours. This
includes being available for emergent situations that require immediate direction or decisions to be
made.

e Is diplomatic and tactful and able to maintain confidentiality on sensitive matters.

e Good working knowledge of the Microsoft Office and Google suite of applications

Compliance, Licences and Certifications:

e First Aid Certificate (would be an advantage but not a requirement)
e Blue Card (Working with Children)

STATEMENT of PRINCIPLES of LEADERSHIP and MANAGEMENT

The College believes that success as leaders and managers requires:

e A positive and proactive approach

e Social competence, including empathy, interpersonal skills and the capacity to motivate others

e The ability to delegate, encourage and empower others

e The ability to use a variety of decision-making skills, seeking consensus through collaboration and
consultation

e The capacity to build positive and affirming relationships creating trust and harmony

e The ability to coach, mentor and develop skills in other staff

e The ability to communicate the vision and to generate ideas and strategies to support its
implementation

e Anunderstanding of school culture and the ability to implement strategies that will support and
enhance its development

e A positive approach to reflective practice and continuing professional growth

e Personal qualities including integrity, resilience, and good humour

e The ability to manage stress and live a balanced life

Effective leadership and management at the College will therefore involve:
e Modelling the College’s values in all areas of College community life
e Developing and implementing leadership and management approaches that are valued by the College
community
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Managing processes for employee’s induction, supervision, professionalism, review and development
and welfare

Generating ideas and strategies that enhance and support the implementation of the College’s aims,
philosophy, goals and culture

Using decision making processes which include consultation and collaboration and consensus building
Developing policies and procedures that support the implementation of the strategic direction
appropriate to each area

Reviewing policies and procedures that support the implementation of the strategic direction
appropriate to each area

Developing operational plans which support the implementation and regular review of the
achievement of strategies and actions

Establishing a culture of reviewing outcomes, using student and staff data, evaluation feedback and
client perceptions, to make informed decisions

Managing budgeting and resources to achieve the College’s overall goals for program effectiveness
Creating and enabling teams to facilitate participation and develop leadership skills in others
Ensuring that the workplace is safe and secure for all staff and students

Reporting annually to the Principal on the achievements of each area and future plans for
development.

POSITION DESCRIPTION ACKNOWLEDGEMENT

All employees recognise and accept that multi-skilling is an essential component of employment with
Kimberley College and that they may be required to undertake duties that are outside their normal position
description but within their skills, competency and capability.

Given the dynamic environment in which the College operates, the Principal may alter the roles and
responsibilities of this position at their discretion in order to most effectively serve the needs of the College.

| have received, reviewed and fully understand the position description for this role. | further understand
that | am responsible for the satisfactory execution of the essential functions described therein, under any
and all conditions as described.

Employee Name

Employee Signature

Date
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