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Role Description 
Finance Manager 

 

To work in a Loreto school is to be part of a vibrant tradition reaching back to 1609 when Mary Ward 
established the Institute of the Blessed Virgin Mary (IBVM). 

 
The Loreto Schools of Australia Mission Statement (2010) embodies this vision: 
Loreto schools offer a Catholic education which liberates, empowers, and motivates students to use their 
individual gifts with confidence, creativity, and generosity in loving and responsible service. 

 
Employment Type 
The Finance Manager is appointed as a full-time position, 38 hours per week, Monday to Friday. 

 
Direct Reports & Relationships: 
The Finance Manager: 
• Works under the general supervision of the Director of Finance and Business Operations. 
• Works collaboratively with other members of the College Staff to ensure a high level of administrative 

support for the staff, students, and wider College community. 
• Understands the importance of servant leadership and has the knowledge, experience and expertise 

required for the delivery across all financial based functions. 
• Is a member of the College’s Business Leadership group and is expected to carry out all duties in a 

manner consistent with the principles and values of Loreto and contribute positively to the aims and 
objectives of the College’s Strategic Plan. 

 
Remuneration 
An appropriate remuneration package will be negotiated with the Principal and Director of Finance and 
Business Operations based on previous experience and qualifications. 

 
Position Overview 
The Finance Manager provides high level support to the Director of Finance and Business Operations and 
College Leadership Team on issues relating to the financial management of the College. The position is also 
responsible for the daily management of the Finance Department which includes the positions of Finance 
Officer and Fees Administrator and Finance Assistant. The Finance Manager also oversees the operations 
of any retail operations     of the College including the Tuckshop. 

Duties and Responsibilities 
• Lead the operations of the Finance Department, monitoring the team’s workload, undertaking day to day 

supervision and management, and establishing an environment of cooperation and teamwork.  
• Lead the effective and accurate administration of the College accounting systems and operations 

including fortnightly payroll and taxation.  
• Review and oversight of the salary records and pay for all staff on a fortnightly basis, reviewing the 

administration and processing completed by the Finance team. 
• Keep informed of all Modern Awards or Enterprise Bargaining Agreements governing salary and wage 

rates, benefits and conditions of service.  Liaise with the Director of Finance and Business Operations 
and Principal to keep all employee records current. 

• Approved administrator for Banking, Financing including Loans and Leases, WorkCover, Salary 
Sacrifice, Taxation and Superannuation financial related matters. 

• Preparation and lodgment of Fringe Benefits Tax, and GST returns, including Business Activity 
Statements. 

• Develop and produce accurate and timely monthly management reports for the Leadership Team, and 
quarterly accounts for the  Finance and Risk Committee and School Board including relevant financial 
and operational ratios, indicators, and commentary. 

• In collaboration with the Director of Finance and Business Operations, prepare annual statutory financial 
statements as at 31 December, and manage the preparation for and completion of the external audit.   

• In collaboration with the College Leadership Team, lead the development of the Annual College 
Budget ensuring procedural integrity, effective financial analysis, and recommendation of 
enhancements to inform the process.    

• In collaboration with the College Leadership Team, lead the development and ongoing maintenance of 
the longer-term ten-year Financial Forecasts. 
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• Oversight of the preparation of school fees by finance staff, and responsible for the review and 
recommendation of fee concession relief. Undertake and manage where appropriate the collection of 
outstanding fees in line with School Board Policy.    

• Keep informed of all government grants and assistance that may be accessed by the College.  Assist in the 
preparation of grant applications, records, and returns.  Responsible for preparation and lodgment of the 
annual Finance Questionnaire. 

• Ensure all financial accountability acquittals and related returns required by educational, governmental, and 
other external parties are completed and provided to the Director of Finance and Business Operations prior to 
the due date for lodgments. 

• Manage the College Asset Register and the recording and reporting of Minor Capital items. 
• Development, management, and ongoing monitoring of the College Compliance Register. 
• Identify training and development needs through the Annual Appraisal System for yourself and the finance 

team and participate in training and development opportunities both whole of college, and external. 
• Oversight of the operations of the College Tuckshop, liaising with the Tuckshop Convenor, including 

monitoring of online ordering solution, payment facilities and supplier agreements. 
• Develop an advanced level of knowledge of the College accounting software and relevant databases. 
• In collaboration with the Finance and Risk Committee and Director of Finance and Business Operations 

develop and continually review policies and procedures relevant to the business operations of the College. 
• Contribute to the risk management process of the College particularly in relation to financial risks. 
• Ensure adequate and appropriate insurance cover is maintained for the College in consultation with the 

Director of Finance and Business Operations and Risk and Compliance Manager. 
• Understand, research, and provide information to the Leadership Team on evolving legislation, regulations, 

and precedents, with a demonstrated ability to interpret and apply relevant standards. 
• Act as Secretary to the Finance and Risk Committee. 
• As required, act as Director of Finance and Business Operations when Director is absent. 
• Other duties as assigned from time to time by the Principal or Director of Finance and Business Operations. 

 
Authority: 
The Finance Manager has the authority to: 
• Approve official Purchase Orders within the approved Financial Delegation limits. 
• Approve payments to creditors within delegated levels. 
• Approve write-off of debts up to $500.00 with subsequent reporting to the Director of Finance and 
 Business Operations. 
• Approve Petty Cash payments within delegated levels. 
• Approve leave, and performance development requests for the direct team members. 
• Act as Administrator with approved third parties including the Australian Taxation Office, Superannuation 

Funds, WorkCover, Banking Partners, Financing Partners. 
 
Attributes 
The Finance Manager displays the following qualities: 
• Communicates well, in person and over the telephone, with parents, teachers, students and the  public. 
• Applies an advanced level of knowledge to financial and administrative procedures. 
• Coordinates work to achieve required outcomes within time constraints. 
• Works within a team environment. 
• Always maintains strict confidentiality. 
• Is flexible in dealing with a variety of tasks. 
• Maintains professional and effective working relationships with all College staff. 
• Undertakes appropriate professional development to maintain knowledge of current accounting standards and 

practices and other aspects of financial management relevant to the College, and the role. 
 
Values & Behaviours 
• Be committed to the goals, ethos, and Mission of the College as a Catholic School in the Loreto tradition. 
• Display a high level of professional competency and ensure that behaviour and personal presentation reflect 

the College’s values and professional expectations. 
• Have an awareness of and support for the policies, procedures, and practices of Loreto College. 
• Maintain a high degree of confidentiality in all work-related matters and compliance with organisational policies 

and procedures. 
• Be prepared to be screened in accordance with the requirements of the Commission for Children and Young 

People and Child Guardian Act 2000. 
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Student Protection 
Student protection is everyone’s responsibility. At Loreto College all persons undertaking work for or on behalf of 
the College, have a shared responsibility for contributing to the safety and protection of children. All persons are 
required to be familiar with the content of our Student Protection documents, including but not limited to Policies, 
Procedures, Codes of Conduct and Guidelines and their legal obligations with respect to the reporting of child 
abuse. It is everyone’s responsibility to be aware of key risk indicators of child abuse, to be observant, and to raise 
any concerns they may have relating to child abuse. All individuals are required to fully participate in and 
understand the content of any training provided. 

Risk Management 
Risk Management is the responsibility of all persons undertaking work for or on behalf of the College. Workers 
must comply with the risk management roles and responsibilities associated with their position and adhere to 
Loreto College’s Risk Management Procedures. 

Work Health and Safety 
Actively participate in the promotion of a safe and healthy workplace by performing all tasks in accordance with 
safety instructions, adhering to responsibilities as outlined in the Work Health & Safety Policies, and proactively 
identifying and reporting all hazards, incidents, and injuries to managers. 

 
Experience 
• A tertiary qualification in a relevant discipline. 
• Chartered Accountant (CA), Certified Practising Accountant (CPA) or Institute of Public Accountants (IPA) or 

equivalent qualifications or working towards. 
• Previous experience in a school environment would be an advantage. 
• At least seven years’ industry experience in accounting in a commercial environment within either the public 

or private sectors. 
• The ability to analyse and report on complex financial data, enabling strategic decision making by Leadership. 
• Demonstrated experience in The Alpha School System (TASS) would be an advantage. 
• Demonstrated experience managing Payroll Systems would be an advantage. 
• Demonstrated experience in the design, development, documentation, and implementation of accounting and 

related systems, processes, and procedures. 
• Excellent budgeting and financial forecasting, organisational and project management skills. 
• Demonstrated experience with the preparation of statutory financial statements and management of external 

audit practices. 
• Well developed skills in staff management. 

 
Key Selection Criteria 
Essential: 
• A valid Queensland Working with Children Check Positive Paid Employee Notice. 
• Accounting qualifications at a tertiary level. 

 
Desirable: 
• Membership of a recognised professional body. 
• Experience at a high level within a Secondary school is not essential but is highly desirable. 
• Have a demonstrated commitment to spiritual and Catholic education. 
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