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About usOur agency’s purpose is to shift the system using data and evidence, so that the system invests earlier and more effectively to improve the lives of New Zealanders. 



Our values – how we do things around here
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About working in the Public Service
Ka mahitahi mātou o te ratonga tūmatanui kia hei painga mō ngā tāngata o Aotearoa 
i āianei, ā, hei ngā rā ki tua hoki. He kawenga tino whaitake tā mātou hei tautoko i te Karauna i runga i āna hononga ki a ngāi Māori i raro i te Tiriti o Waitangi. Ka tautoko mātou i te kāwanatanga manapori. Ka whakakotahingia mātou e te wairua whakarato ki ō mātou hapori, ā, e arahina ana mātou e ngā mātāpono me ngā tikanga matua o te ratonga tūmatanui i roto i ā mātou mahi. 
In the public service we work collectively to make a meaningful difference for New Zealanders now and in the future.  We have an important role in supporting the Crown in its relationships with Māori under the Treaty of Waitangi.  We support democratic government.  We are unified by a spirit of service to our communities and guided by the core principles and values of the public service in our work.  


About the position
	The purpose of this position

	The Assistant Accountant is responsible for ensuring the transactional and reporting finance requirements for the Social Investment Agency and Social Investment Fund are met.  The role is also a key contact and coordination for day-to-day finance queries from within the organisation and a support to the Chief Financial Officer and other members of the Finance team.



	Team and location
	Wellington

	Reporting to
	Chief Financial Officer (CFO)

	Salary band
	Band 15: $79,617-$93,668-$112,401
 
Starting salaries are negotiated based on relevant skills and experience, with offers generally made between $79,617 band minimum to $93,668 band midpoint. 




	What you will do to contribute

	Accounting Support
· Participate in business planning and budgeting process and load budgets into SIA’s finance systems ensuring they are accurate and meet SIA’s reporting and delegations’ requirements.
· Prepare detailed costing of projects or business groups as directed by the CFO.
· Complete management accounting and financial analysis tasks as required.
· Draft and prepare monthly cash flow forecasts, capital expenditure and capital commitments reports for submission to Treasury.
· Prepare or check journals and accruals.
· Ensure people have the correct financial systems access in accordance with SIA’s financial delegations.
· Create or check purchase orders and initiate and check debtor invoicing.
· Check Social Investment Fund invoices are correctly entered into the system and follow up on approvals as required to ensure invoices are paid on time.
· Complete the Crown bank account reconciliation immediately notifying the CFO of any anomalies.  
· Maintain the general ledger cost centre structures and chart of accounts, including the output cost centre structures.
· Complete CFISnet uploads ensuring they are accurate, comply with Treasury guidance and are submitted on time.
· Ensure all financial transactions comply with SIA’s policies and procedures and that they are within approved delegations and expenditure limits.  Be the first point of contact for the Ministry of Social Development in respect of transactional finance.
· Provide information to the auditors as required.
· Check and upload contracts into the system and work with the Administrator to ensure the Contracts Register is accurate and up to date. 
· Provide information about past, current and future contract spend.
· Perform finance system testing as required and notify the CFO of any issues with the systems.
· Maintain the Fixed Assets Register as required.
· Complete bank account reconciliations and support the completion of credit card reconciliations and sensitive expenditure returns.


	Reporting and Business Support
· Report on the Agency’s output class and identify any issues in the control environment or ledger classification system.
· Provide information about past, current and future contract spend.
· Collate and prepare monthly and quarterly financial reports, including analysing variances between budget and actual results.
· Distribute reports to cost centre managers and be the first point of contact for any queries from them and provide responses or coordinate responses.
· Collate data and prepare content for the monthly Executive Leadership operational report as directed by the CFO.
· Work with budget managers to ensure they understand their financial delegations and provide training for new budget managers or as required.
· Prepare training materials for budget managers and staff, as directed by the CFO, to lift organisational financial capability.
· Draft finance responses to Select Committee, Parliamentary Questions and Official Information Act requests and maintain a repository of responses.
· Prepare information for the Audit and Risk Committee as directed by the CFO.
· Develop or amend finance policies and procedures as directed by the CFO.
· Contribute to process improvement and automation initiatives within the Finance team.
· Inform the Ministry for Social Development of any changes within SIA that may impact the delivery of transactional finance services they provide to SIA.

	· 

	Māori competency and capability 
· Demonstrates and continues to develop a working knowledge of Te Tiriti o Waitangi, te ao Māori, tikanga Māori, and kaupapa Māori principles relevant to their role. 
· Applies this knowledge in day-to-day work, contributes to culturally responsive practices, and actively supports the organisation's commitment to giving effect to Te Tiriti o Waitangi, strengthening Māori-Crown relationships, and improving outcomes for Māori.

	Risk Management
Actively identify and manage role or practice level risks, including escalation of risks and issues when necessary.
Ensure that analysis, data and information supplied is accurate and verified.

	Health and safety
Actively contribute to a safe and healthy workplace by taking reasonable care, following SIA’s health and safety requirements, identifying and escalating risks, and supporting SIA to meet its workplace health and safety obligations.



About you – what you will bring specifically
Qualifications
Relevant tertiary qualification.
Professional accounting accreditation or an aspiration towards achieving this.

Experience, knowledge & skills
A sound understanding of accounting theory and how to translate it into practice.
Demonstrated ability in contributing to process improvement or automation initiatives.
Demonstrated ability in applying analytical skills to analyse problems and formulate well-reasoned solutions.
Good attention to detail in a finance context.
Experience in explaining financial concepts and analysis to non-financial people.
Understanding of the machinery of government (desirable).
Working knowledge of Te Tiriti o Waitangi and te ao Māori and applying this in practice.
Proven ability to work effectively with Māori stakeholders and communities and design and delivery of services, policies and practices that support equitable outcomes for Māori.

Characteristics
· Engaging others – connects with others, listens, reads people and situations, communicates tactfully. 
· Achieving ambitious goals – committed and tenacious, ambitious.
· Curious – thinks analytically and critically, displays curiosity, mitigates analytical and decision making biases.
· Honest and courageous – shows courage, shows decisiveness, leads with integrity.
· Resilient – displays resilience, demonstrates composure.
· Self-aware and agile – encourages feedback on own performance, can self-assess, adapts approach, shows commitment to development.
· Comfortable with ambiguity and ‘grey area’s with the ability to navigate complex situations, adapt to change.
Capabilities 
Implements strategy – aligns their work with strategic objectives and SIA’s vision.
Communicates clearly – tailors messages so they are clear, succinct, and resonate with their different audiences.
Supports organisational performance – suggests and acts on opportunities to do things differently and improves processes to achieve gains in effectiveness and efficiency.
Builds relationships – builds internal relationships by contributing to their team, working collaboratively with others across the organisation and taking an organisation-wide view. Builds external relationships and interacts effectively with customers and other external stakeholders.
Inclusive – welcomes and values diversity and contributes to an inclusive working environment where differences are acknowledged and respected.
Shows political awareness – displays an understanding of the essentials of how the government and the public sector work and ensures that written documentation and verbal presentations reflect relevant political sensitivities.
Manages and delivers on work priorities – plans and organises self to deliver work commitments to required timeframes and quality standards.
Develops others – shares own experiences and learning and demonstrates and teaches specific technical skills.
Supports te ao Māori – comfortable in te ao Māori environments and respectful of tikanga and kawa practices.

Other requirements
Willing to take on responsibilities (within limits) outside the prescribed position description.
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We're about people




image4.png
MANAWA MAUI

We are a catalyst for change
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TAUNAKITANGA

We influence through evidence
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PUARETANGA

We're transparent by nature
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We're stronger together
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