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JOB SPECIFICATION

1. Summary of the broad purpose of the position, in relation to organisation goals

The Finance Training Coordinator is accountable to the Manager, Accounting Policy & Systems for:

· coordinating and implementing financial related training programs for the Department 

· consulting with senior staff across the Department to identify current and future staff financial capabilities, and training and skill needs, gaps and issues
· providing specialist expertise and advice to support the effective analysis of issues relating to the Department’s financial skills and competencies
· establishing and maintaining productive relationships with a range of internal stakeholders
· contributing to the efficient and effective operation and promotion of the Department’s Finance function
which contribute to the efficient and effective financial management within the Department, and the achievement of business and operational training objectives.

2. Reporting/Working relationships 

The Finance Training Coordinator:
· is accountable to the Manager, Accounting Policy & Systems

· liaises and works closely with staff within the Finance Section, including as a member of project teams

· liaises with a range of stakeholders external to the Directorate, including Corporate HR.

3. Special Conditions 

· Work outside normal hours may be required.
· A current driver’s licence is essential.

4. Key outcomes and associated activities 

1. Coordinate and implement effective financial related training  programs for the Department, which contributes to the effective development of the Department’s workforce and financial management methodologies by:

a) consulting with senior staff across the Department to identify current and future staff financial capabilities, and training and skill needs, gaps and issues, and developing effective strategies for their address

b) providing specialist expertise and advice to support the effective analysis of issues relating to the Department’s financial skills and competencies, and other related training and induction matters

c) researching, identifying and designing innovative and responsive training delivery methodologies and techniques that meet best practice standards and support the needs of the Department

d) developing, implementing and delivering innovative and responsive training programs and packages, which incorporate a variety of delivery methods, to support the development of finance capabilities and to satisfy identified corporate requirements

e) coordinating the development of a strategic framework, which is designed to systematically address the Department’s training needs, whilst maintaining consistency with Corporate directions and workforce Plans 

f) establishing and maintaining productive relationships with a range of internal stakeholders, including senior Departmental staff, to support the effective coordination and achievement of quality training outcomes

g) preparing well researched, clear and detailed reports and recommendations, which facilitates and supports the Department’s responsiveness to staff development needs and opportunities

h) reviewing the effectiveness of financial management training programs and outcomes using a range of techniques, including maintaining a staff training and qualification register and monitoring the staff development and training framework against continuous improvement objectives 

i) implementing innovative work practices and procedures and ensuring that outcomes and feedback are incorporated in to subsequent training courses. 

2. Contribute to the efficient and effective operation and promotion of the Department’s Finance function by:

a) contributing to the creation and promotion of an effective performance culture, related to training and development and continuous improvement and benchmarking, including participating in the establishment and ongoing review of performance indicators

b) representing the Accounting Policy & Systems Unit  on relevant committees and working groups, as required.

3.        Contribute to a safe and healthy work environment, free from discrimination and harassment by working in accordance with legislative requirements, the Code of Conduct and departmental human resource policies, including the OHS&W requirements.
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PERSON SPECIFICATION

1. Essential Minimum Requirements

1.
Educational/Vocational Qualifications

2.
Personal Abilities/Aptitude/Skills/Experience/Knowledge

a) Proven experience in formulating, developing, delivering and evaluating training and development programs, including identifying and addressing corporate needs and translating them into educational and training programs and outcomes.

b) Demonstrated sound understanding of all relevant legislation, policies, principles and practices that relate to financial management in the public sector.

c) Proven successful experience in coordinating or conducting financial or training related projects, including undertaking research, analysing complex data and information and preparing clear and accurate reports and submissions with appropriate recommendations.

d) Proven well developed experience in working with online learning environments and utilising a range of computer systems and software, particularly those related to financial management or training.

e) Proven high level interpersonal and communication skills, both verbally and in writing, in order to liaise and consult with a broad range of internal and external stakeholders, and to facilitate interaction, cooperation and trust to achieve corporate objectives.   

f) Proven ability to work successfully under limited direction, and to effectively determine priorities, organise complex and challenging workloads to meet strict deadlines and consistently perform work of high quality.
g) Proven commitment to the principles and practice of:

· EEO, Ethical Conduct, diversity and OHS&W;

· Customer Service;

· Quality management and client oriented service;

· Risk management.

2. Desirable Characteristics

1.
Educational/Vocational Qualifications
a) Possession of a recognised accounting, finance, commerce or related qualification.

2.
Personal Abilities/Aptitude/Skills/Experience/Knowledge
a) Proven client service skills and the ability to effectively deal with staff at a senior level to achieve high quality service delivery outcomes.

b) Ability to adapt to new ideas and changing environments, to positively contribute to a process of change and to undertake complex and sensitive duties and balance priorities to meet organisational goals.  

c) Knowledge and understanding of the Department and its functions, policies and procedures, particularly in relation to its financial operations and functions.
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