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ROLE PROFILE
	Job Title
	Finance Analyst

	Business Unit / Group Function
	ODC BU - WG&S Australia

	BU Team / Sub-Function
	Finance

	Location
	Australia

	Team Leader 
	Finance Manager

	Team Members
	No

	Job Level
	4B

	Role Purpose 

To support the Finance Manager and finance team with delivery of the regions finance and accounting responsibilities. Activities will include the preparation of accurate reporting and analysis to both external parties and internal teams, ensuring timely information is available when required to meet stakeholder needs, while supporting maintenance of strong control environment.


	Accountabilities

· Assist with statutory reporting requirements for the Australian Tax Office and Australian Securities and Investments Commission.

· Responsible for preparation and posting of month end and year end journals. 

· Support budgeting and forecasting activities, including data collection, validation and analysis.

· Responsible for completion of aged Balance Sheet reconciliations, including detailed analysis of open balances, management of releases and charges to the P&L.

· Own the Intercompany reconciliation and recharge process, including Internal Markets transactions and invoicing.

· Maintain rolling 13-week cashflow forecast. 

· Assist the Finance Manager with delivery of internal and external audit, and controls & governance programs.

· Support the Finance Manager with management of internal controls to ensure they are in place and robust, which includes preparation of monthly Compliance Reporting pack for the Senior Leadership Team. 

· Provide ongoing training and support for Australia New Zealand business team members as appropriate for the Purchase Order, Supplier set-up and Expenses processes and policies to maintain compliance.

· Management of Concur (expense system) including issuing credit card statements and ensuring all coding is appropriate. Responsibility for credit card postings, and T&E reporting and analysis on a monthly basis.
· Prepare monthly variance analysis against budget, forecast and prior year, investigating material movements and Identify trends, risks and opportunities arising from overhead, T&E and balance-sheet analysis.

· Assist with entering and managing Purchase Orders for the Finance team, ensuring that these are input to the system and authorised in advance of the spend being committed to, including matching purchase orders.

· Preparing or responding to ad hoc finance and administration requests from the Finance Team and Senior Leadership Team as required.
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