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POSITION DESCRIPTION – TEAM MEMBER  
	Position Title
	Admin/Finance Lead 
	Department
	Migration Support Programs (MSP)

	Location
	Various
	Direct/indirect reports
	Up to 3-4

	Reports to
	MSP Assistant Manager 
	Date Revised
	December 2016

	Industrial Instrument
	

	Job Grade
	


( Position Level Descriptor  

An individual at the Team Member level is accountable for his/her performance and contributes to team performance. People at the Team Member level do not have any people reporting to them on a day to day basis. 

( Position Summary
Working with people made vulnerable through migration is a key priority area for Red Cross in Australia and internationally. Australian Red Cross assists people who experience challenges in ensuring their dignity and wellbeing is respected and their physical and mental health needs are met, irrespective of their legal status, their background, or how they arrived in Australia. Red Cross has worked in this area for over 20 years.  

We provide humanitarian assistance to migrants, asylum seekers, refugees, people in immigration detention, people who are stateless, people who are trafficked or subject to forced marriage, and separated family members, according to their humanitarian needs. The focus of our work is to prevent and reduce the vulnerability of migrants and to protect them against abuses, exploitation and denial of their rights, as well as facilitating opportunities to build on their strengths, and contribute to their communities. 

Red Cross’ Migration Support Programs (MSP) has long standing expertise in coordinating, leading, implementing and supporting complex national programs that provide a range of effective and responsive services for migrants in need, including   complex case work/management support facilitating linkages, referrals and connections with the Australian community, promoting social cohesion, reconnecting family members, and undertaking individual and systemic advocacy on issues of humanitarian concern.

The Admin/Finance Lead will be responsible for overseeing administrative and finance systems. In the Dandenong site the role will also be responsible for overseeing reception systems. They will also provide general administrative and office management support to the site Manager. The role will be required to reliably manage a diverse range of administrative responsibilities, including supporting and developing team members to complete admin/finance tasks, with an attention to detail and quality. The role will also need to adeptly and supportively engage with a diverse range of internal and external stakeholders by phone, email, and face to face. 
( Position Responsibilities 
Key Responsibilities 
· Coordinate staff to ensure efficient delivery of financial and general administration services and support which may include but is not limited to client/subcontractor payments, reception systems, reconciliations, invoices and supplier payments, up keep of client associated invoicing and payment records in IT systems and databases.

· Supervise, coach and develop the Admin/Finance Officer/s
· Responsible and accountable for overseeing the maintenance of and managing up to data and accurate record keeping, file management, database systems and client related financial information.

· Collaborate with local Finance Business Partner and National Finance Department personnel including Accounts Payable to ensure invoices/re-imbursements and payments related to clients/subcontractors/suppliers are appropriately prepared and authorised for payment in a timely and accurate manner

· Educate and capacity building of MSP staff on admin and financial procedures, to ensure processes and procedures on various tasks are adhered to.

· Monitor quality of work produced and identify and implement process improvements to admin/finance processes

· Liaise with MSP team leaders regarding the performance of Support Workers, and issues that impact on client services
· Prepare various written and financial reports and general correspondence as required

· Maintain organisational processes to ensure best practice in compliance, record keeping and reporting, and ensure financial risk to the organisation is minimised

· Provide leadership in the implementation and maintenance of quality assurance systems and processes that enable a culture of continuous improvement

· Develop, liaise and maintain positive effective relationships with key stakeholders including, the Property team, MSP Leadership and team members, and other support services within Red Cross.

· Provide support to the site Manager in office management, including liaising with the various stakeholders to trouble shoot and address issues and, escalation of any concerns, to support an effective and safe office space.  

· Prepare agendas, take minutes, and track meeting actions for meetings within the finance and administration team and site Line Manager
· Work collaboratively with MSP colleagues across all Victorian sites and National Office to support consistency and quality in service delivery.

· Other responsibilities within the scope of the role
( Position Selection Criteria 

Technical Competencies
· Highly developed administrative, organisational and communication skills, including exposure to project management
· Experience in supervising and developing people 
· Demonstrated ability to effectively manage multiple tasks and deadlines
· Demonstrated ability to communicate, develop rapport and maintain productive relationships with all levels of an organisation and with diverse external stakeholders including clients and community members, government departments, and community services agencies
· Ability to write clearly and concisely, with an attention to accuracy and consistent formatting 
· Advanced proficiency in a wide range of IT applications, including Outlook, Word, Powerpoint and Excel
· Ability to work as an effective member of multiple teams
· Excellent customer service and interpersonal skills in managing sensitive information and maintaining discretion
· Intermediate understanding of budget processes and financial data, and an ability to assist with financial reporting and reconciliations

· An awareness of migration issues and experience

Qualifications

· Relevant qualifications, skills and/ or 2+ years experience in project work / administration
Qualifications/Licenses 
· Relevant tertiary qualifications, skills and / or experience in Social Work, Human Services or related fields
· Current State/Territory drivers licence
Behavioural Capabilities 
· MODEL |  Value Diversity | Promotes respect for diversity and human dignity 
Appreciates the diversity of Red Cross’s people and clients | Considers the impact of words and behaviour when interacting with others | Is sensitive to others feelings | Listens to and acknowledges others thoughts and feelings
· THINK | Organisational Understanding and Compliance |  Demonstrates understanding of Red Cross, its broader environment and complies with organisational procedures and guidelines
Demonstrates an understanding of the work of the domestic and international elements of the organisation | Understands and works within levels of authority and delegation | Understands and implements the policies and procedures of Red Cross | Understands the origins of the Movement and basic principles of International Humanitarian Law 
· ACHIEVE | Change, Adapt and Innovate | Improves processes or programs through demonstrating flexibility and innovation
Accepts new ideas and change initiatives | Works to support the implementation of change locally | Understands how change impacts open role and adjusts activity accordingly | Adjusts to change positively | adapts work style to suit change circumstances 
· LEAD | Self Development | Demonstrates a commitment to self development 

Reviews past performance and identifies and acts on opportunities for improvement | Demonstrates self-awareness | Participates proactively in performance review as a process to receive constructive feedback | Actively pursues and takes advantage of training and other developmental opportunities

· COLLABORATE | Teamwork and Collaboration | Works with others to achieve shared goals 
Collaborates with team members to achieve shared outcomes | Actively participates in team decision making | Contributes to team outcomes | Demonstrates an understanding of the links between personal goals, team goals and organisational goals | Consistently participates in team building activities | Demonstrates effective team behaviours such as respect, integrity, honesty, trust and support 
 General Conditions

All Red Cross staff and volunteers are required to:
· Adhere to the 7 fundamental principles of Red Cross:

Humanity  |  Impartiality  |  Neutrality  |  Independence  |  Voluntary Service  |  Unity  |  Universality 

· Act at all times in accordance with the Australian Red Cross Code of Conduct and Child Protection Code of Conduct
· Comply with the Work Health and Safety management system
· Demonstrate skill, knowledge and behaviour to work with Aboriginal and Torres Strait Islander people in a culturally respectful way
· Undertake a police check prior to commencement and every 3 years thereafter

· Support a child safe organisation by undertaking screening for suitability to work with children, youth and vulnerable people and to comply with relevant state/territory legislative requirements 

· Assist the organisation on occasion, in times of national, state or local emergencies or major disasters 
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