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Business Management Systems
Human Resource Management

Job Description Template

	POSITION DETAILS

	Title: Management Accountant

	Location: Rocklea, QLD

	Department: Finance & Administration

	Supervisor/Manager: Commercial & Finance Manager, QLD


	Date Prepared: 16 January 2022

	Direct Reports: None



	RELATIONSHIPS

	Key Internal Relationships
	Key External Relationships

	· Finance Team
· Branch Team
· Wider Remondis Business

	· Customers

· Contractors

· Suppliers

	
	


	PRIMARY PURPOSE


	· Assist the C&F Manager with managing the financial functions of the Waste business.

· Liaise with Operational Managers & Staff regarding financial matters

· Adhere to strict reporting timeframes

· Maintain high levels of accuracy at all times

· Provide effective and proactive support to C&F Manager and Operational Managers

· Actively contribute to a positive teamwork environment at all times
· Communicate openly and honestly at all times


	SCOPE & AUTHORITIES
Authorities and Delegations:



	People

· Effective communication with all site personnel

	Financial

· Timeliness and accuracy of Accounting information

	Technical

· Accounting




	KEY RESULT AREAS                         POSITION DUTIES

	HSEQ
	· Comply with all applicable health, safety and environmental laws, regulations and statutory obligations at all times

· Maintain the HSEQ Systems and assist with internal and external audits

· Be alert for potential hazardous situations

· Take corrective action on all hazardous situations

· Act in a safe manner

· Ensure housekeeping of work area is managed to provide a safe and healthy environment at all times 

· Ensure work environment is easily accessible at all times

· Provide feedback on problems or areas for improvement

	Customer Service
	· Provide a professional service to the business by welcoming all clients, visitors and guests in a friendly manner.

· Ensure all visitors sign in the visitors’ book, are inducted and are given visitor badges.

· Provide the correct response regarding Company structure/

 Information.  Be aware of communicating sensitive information.



	Financial Management
	· providing advice on the financial status of the business

· setting up reporting tools and systems for the business

· end of month reporting ensuring all data is presented in a timely and accurate manner

· monthly Profit and Loss forecasting including variance commentary

· the quarterly budgeting / forecasting processes

· Provide backup support in payroll, accounts payable and accounts receivable functions as and when required

· cashflow reporting

· completion of reconciliations

· Participation in annual audits
· reporting on property, plant and equipment

· reviewing and summarising contracts

· adhoc projects and tasks as directed by the C&F Manager

	Teamwork
	· Ensure behaviours are consistent to enhance the team environment

· Assist others to meet business objectives when required

· Create a participative team environment

· Participate in work based team activities

	Communication
	· Communicate openly and honestly at all times

· Ensure everyone understands the group’s objectives

	Ethics
	· Comply with all applicable laws, regulations, statutory obligations and REMONDIS Australia policies
· Act honestly and with integrity at all times

· Respect the values and diversity of others

· Accept responsibility and be accountable for actions

· Avoid situations resulting in a conflict of interest, bribery or the use of inducements to secure business

	Innovation
	· Participate in internal and external training seminars

· Read relevant literature and journals

· Actively investigate enhancements to procedures and processes that achieve improvements in performance, job satisfaction, and productivity

· Monitor individual performance at all times



	OPERATING ENVIRONMENT

	· Fast –paced
· Multi-faceted
· Flexibility required in hours of work
· Interaction with internal and external customers.



	CAPABILITY PROFILE

	Formal Education
	· Bachelor Degree Commerce or Business
· Completed CA or CPA program

	Work Experience
	· Experience in a similar accounting role

	Skills/Knowledge/ Abilities
	· Remondis systems and procedures

· Profit / Loss reporting and budgeting

· Understanding the business drivers and operations

· Communication – written and verbal

· Numerical skills

· Information monitoring 

· Accounting principles and concepts

· Financial reporting requirements

· IT applications – Word, Advanced Excel, Access, Outlook, ERP

	Key Competencies 
	· High attention to detail

· Proactive
· Planning & organising

· Investigative & Analytical 

· Understanding of the business and systems

· Teamwork

· Communication – written & verbal

· Innovative 


	OCCUPATIONAL HEALTH AND SAFETY STATEMENT

	REMONDIS recognises its moral and legal obligations to provide a safe and healthy work environment for all employees, subcontractors and visitors at all their sites. To honour these commitments all policies, practices, procedures, equipment and machinery shall be in accordance with OH & S Act in each State.

Each Manager and Supervisor is accountable to implement this Policy in their area of responsibility. This will be measured by OH & S audits.  Managers/Supervisors are responsible:

· To participate in the formation, introduction, revision and implementation of OH & S policies, procedures and rules.

· To provide information, training and supervision to ensure safety.

· To provide a safe and healthy work environment.

· To provide resources to meet the Health and Safety commitment.

When I act in my manager/ supervisor role, I am authorized to:

• assess employee/contractor safe work practices 

• inspect workplaces and plant for their compliance to HS requirements

• instruct employees/contractors in safe work practices, including insisting on attending training or workshops, etc 

• delegate resources for the provision of training, information or equipment for employees/contractors to work safely 

• instruct employees/contractors to comply with REMONDIS policies & procedures as well as external requirements 

• apply disciplinary procedures to enforce safe work practices

• remove unsafe plant from service

• make purchasing decisions for plant and substances to eliminate or reduce risk

Employees are required to follow all health and safety procedures and to report any hazards or unsafe work practices or procedures to Managers/Supervisors.  This Policy is applicable to REMONDIS Pty Ltd in all its Australian operations including where employees are required to work offsite.   REMONDIS is committed to consultation between Management and Employees. The employer will consult with any health and safety representative on any proposed changes to policies, practices, procedures, rules and regulations.

When I act in my employee/ worker  role, I am authorized to:

· raise any concerns for hazardous work to supervisor/leading hand/my health & safety representative

· request access to any policy/procedure/safe work instructions

· request for election of health and safety representative 

· ask the person conducting the business or undertaking to facilitate the conduct of an election for one or more health and safety representatives to represent workers who carry out work for the business or undertaking




	EQUAL EMPLOYMENT OPPORTUNITY, ANTI DISCRIMINATION STATEMENT



	EEO is Equal Employment Opportunity.  It is about making sure that everyone has an equal chance to try for promotions, transfers and other job benefits.  It means that the best person can be chosen for the job for fair reasons.  It means everyone gets a “fair go” at work.  EEO is especially about making sure that there is no illegal discrimination or harassment in the workplace.  It may also involve taking appropriate action to make sure that employees within special employee groups, especially women, are treated fairly
REMONDIS’ EEO policy seeks to:

* keep the workplace free from illegal discrimination and any form of harassment;

* make management and staff more aware of EEO; and

* ensure that there is fairness for everyone in recruitment, promotions, transfers, training & development and other employee assistance programs.



	CONFIDENTIALITY AND PRIVACY



	The Employee acknowledges that REMONDIS has successfully carried out business for a period of time and has built up substantial and valuable goodwill, trade secrets and confidential information during such period.  The development of such goodwill, trade secrets and confidential information has required expenditure of considerable time, effort and money and substantial investment in research and development by REMONDIS and the parties agree that in such circumstances it is fair and reasonable to enter into obligations to protect the existing business and goodwill of REMONDIS and its trade secrets and confidential information.

The Employee understands and acknowledges, that in the course of performing duties for REMONDIS  the employee will be exposed to, or will create, have access to and acquire knowledge of information and materials sensitive to REMONDIS’ business and administration of its employees and capital and in respect of which the Employee agrees to certain obligations, to protect that information.




	BRANCH DESCRIPTION:



	The position is part of the INSERT NAME OF Branch, located at INSERT ADDRESS.  The Branch has the responsibility for developing REMONDIS Australia Environmental Services (RAES) commercial and industrial waste management business.

FUNCTION:

· Provide commercial and industrial waste removal and management services through a variety of channels that best meet the needs of the customer, given the restraints placed on the company by government regulation, specific site management or cost.

· Specifically to meet the obligations of service delivery set out in any service agreement or contract.

RESPONSIBILITY:

· To develop RAES commercial and industrial waste management business within existing business areas and collection runs, in the most effective way, within INSERT CITY I.E. SYDNEY boundaries.

· To meet customer needs as determined and described in customer service agreements.

· To dispose of all waste types in accordance with all government regulation.

ACCOUNTABILITY:
· Accountable to the Branch Manager –INSERT CITY I.E. SYDNEY, for the ongoing service of customer needs business development and asset management, with regard to commercial and industrial waste management.

· Accountable to customers with regard to service delivery.

AUTHORITIES:

Authorities, financial delegations and employment authorities are outlined on the Company Shared Files (L) 03 – Integrated BMS – 01 BMS ADMIN. Authority levels should also be discussed with your direct manager.




	AUTHORISATION

	Direct Manager
	

	Signature
	
	Date
	

	Employee
	

	Signature
	
	Date
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