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Position Title:

Finance and Facilities Officer
Position Number:
TBC
Group / Office:

Corporate Services
Tenure:


Fixed Term
Full Time Equivalent:
Full Time 1.0 FTE
Classification:

VicHealth Grade B (+ Superannuation)

Location:

15-31 Pelham Street Carlton 3053

Reports to:

Manager, Finance & Administration
Further information:
Introducing VicHealth www.vichealth.vic.gov.au
 
About The Victorian Health Promotion Foundation (VicHealth)
A world-first health promotion foundation, VicHealth focuses on promoting good health and preventing chronic disease. We pinpoint and prevent the negative influences of ill health and champion the positive influences of good health. Our pioneering work includes creating and funding world-class interventions; conducting vital research to advance Victoria’s population health; producing and supporting public campaigns to promote a healthier Victoria; and providing transformational expertise and insights to government. We work with all levels of government, across political parties and communities, and a range of sectors across health, sports, research, education, the arts and media.
VicHealth takes pride in being an equal opportunity employer championing equity and diversity in the workplace. 

Purpose of the role 

The Finance and Facilities Officer supports and contributes to the health promotion capacity of VicHealth by ensuring the provision of:

· Efficient, cost effective operation, maintenance and development of all onsite facilities and services to enable effective and efficient functioning of the organisation
· The management, maintenance and development of the organisations meeting facilities including the coordination of the facility bookings and set-up by employees and external organisations

· Co-ordinates and is a key operator of the help desk service for staff 
· Key liaison for any VicHealth sub-tenants and office landlord

· Providing administrative assistance to other business units (as required) 

· Providing reception relief 

The Finance and Facilities Officer has a close working relationship with all VicHealth employees and as such is expected to develop and nurture excellent relationships across program units and key external stakeholders, including staff in government departments and agencies. In order to achieve this, the person in this role must be able to provide efficient and effective liaison; maintain relationships with stakeholders; and represent VicHealth in a professional manner at stakeholder events.

Scope of the role

	Financial  
	None

	People 
	Direct: None
Indirect: None


Main Role Responsibilities

	Functions
	Activities

	Facilities Management
	· Ensuring the efficient, cost effective operation, maintenance and development of all onsite facilities and services to enable effective and efficient functioning of the organisation
· Co-ordinates contracts for facilities and related services

· Key liaison for any VicHealth sub-tenants and office landlord
· Responsible for the management, maintenance and development of the organisations meeting facilities including the coordination of the facility bookings and set-up by employees and external organisations
· Co-ordinates the implementation of the VicHealth environment policy and associated reporting framework
· Assisting with the upgrade/refurbishment office accommodation and facilities (if any)

	Office Management
	· Coordinate the front of house and reception functionality

· Provide clerical and administrative support to the finance and administration team and other business units (as required)

· Provides help desk assistance to external users (e.g. grant rounds)

· Co-ordinates and is a key operator of the help desk service for staff

· Provides the office/facilities induction for new staff

· Provides back-up relief for the ICT help desk as required

· Co-ordinates accommodation requirements for employees and others including allocation of workstations/offices
· Undertake filing, scanning and archiving of financial records 

· Participates in training as required

	Accounts payable and receivable
	· Processing accounts payable, accounts receivable and grant payment activities (including the interface from GIFTS system), as required
· Ensuring supplier and customer invoices are processed according to organisation policies and procedures

· Preparation and distribution of customer invoices and credit notes as required
· Monitoring and managing aged accounts payable and accounts receivable balances as required
· Undertaking accounts payable and accounts receivable end of month reconciliations as required
· Follow up on creditor statements and outstanding invoices as required

	Reception 
	· Coordinates the front of house and reception functionality

· Is a primary back up in the absence of the receptionist

· Answering and directing incoming phone calls

· Greeting clients

	Customer Relationship Management
	· Deliver customer service to agreed Service Level Agreements

· Input in continuous improvement strategies to increase quality service to achieve best practice 

· Develop and maintain relationships with internal and external customers

	Teamwork
	Contributes to the development of a highly effective team by:

· Working collaboratively across the organisation

· Sharing knowledge and experiences

· Participating and contributing in team meetings, strategic and corporate planning meetings, team work plans and relevant cross unit working groups

· Applying work practices and approaches consistent with established VicHealth processes, and identifying opportunities for development
· Identification of potential opportunities for innovation and improving the efficiency and effectiveness of VicHealth’s operations

	Equity and Diversity
	· Contribute to maintaining an environment where differences are valued, encouraged and supported
· Maintain VicHealth’s ideals of cultural diversity in the workplace at all times

	Governance, Risk,  Behaviour & Conduct
	 Act in accordance with:

· The Code of Conduct for Victorian Public Sector Employees as detailed in the Public Administration Act 2004
· VicHealth Policy, Procedure and Values as outlined on the VicHealth intranet

	Occupational Health and Safety
	· Takes reasonable care at all times for their own health and safety and that of others  who may be affected by their conduct

· Is responsible at all times for maintaining a safe and healthy work environment for all


Key Selection Criteria (Knowledge, experience and skills)

	Qualifications and experience


	· At least 3 years’ experience working within an administration and Facilities Management environment or similar role with demonstrated customer service and experience in managing and negotiating supplier contracts

· Vocational training in Business Administration and/or relevant work experience in in an administrative role

· Knowledge of MS office, Outlook, other computer applications
· Experience working within the communications, public health, community or government sectors preferred

	Customer Focus


	· Clarifies expectations 

· Communicates clearly and regularly with customers

· Develops practical solutions to problems

· Establishes constructive and effective working relationships with customers and other stakeholders

· Responds flexibly and sensitively to customer needs.

· Provides sound and timely service and advice
· Seeks ways to improve service

	Planning and organising
	· Sets clearly defined objectives and priorities and operates accordingly, reviewing and adjusting as required

· Identifies processes, tasks and resources required to achieve a goal 

· Establishes systems and procedures to guide work and track progress

· Able to manage multiple conflicting needs and prioritise effectively

· Liaises with others when organising work

· Anticipates barriers and finds effective ways to deal with them

	Communication Skills
	· Understands and meets the needs of target audiences

· Welcomes and provides constructive feedback

· Negotiates persuasively

· Structures written communications effectively to achieve their purpose,  conveys ideas and information in a clear way, with a strong understanding of the information needs of target audiences


This position description was updated on 22/10/2020 and is a guide to the role and responsibilities that are required of this position as of this date. Other duties may be required to be undertaken from time to time. This position may involve limited work related travel to visit other stakeholders or attending conferences, including working from locations other than the VicHealth office. Additionally occasional work outside core business hours may be required.
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