FOR HER HEALTH

AND WELLBEING

Position Description
Finance Manager

Vision Better futures for WA women

Purpose To provide excellent connected health and support services to women
across their life cycles

About us Luma is a not-for-profit organisation dedicated to enhancing the health and
wellbeing of Western Australian women since 1977. From our humble
beginnings as a small medical and counselling clinic for women in the 70’s,
we have evolved into a comprehensive, integrated, go-to-place for women
of all ages, stages, cultures, and identities.

Located throughout the Perth metropolitan area, Luma offers an extensive
range of medical, nursing care, allied health, mental health & counselling,
Family & Domestic Violence (FDV) advocacy, health promotion and
education.

Luma welcomes women from all walks of life and prioritises those who are at
higher risk of ill health including women who have a disability, carers,
women from CalLD backgrounds, Aboriginal women, Family & Domestic
Violence victim-survivors, and those who are socially and economically
disadvantaged

Values: Respect Integrity Diversity & Inclusion Innovation

Position Details

Position ftitle Finance Manager

Classification Award Free

Base Location Northbridge & other locations as required
Status Part time (0.8 FTE)

Service Area Corporate Services

Reports to General Manager, Corporate Services

Managed Staff Nil

Position Purpose  The Finance Manager oversees all day-to-day financial functions and
ensures sound financial management across Luma'’s contracts, programs,
and operations. This is a hands-on role responsible for delivering high-
quality financial services and compliance.

Date created 01/12/2025
Date reviewed 06/07/2026
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Key responsibilities for the role

The Finance Manager works closely with the CEO, General Manager Corporate Services, and senior
leadership team to provide timely financial reporting, manage budgets, and ensure that every dollar
contributes to our purpose of better futures for all WA women.

Financial Operations and Reporting
e Undertake and oversee the full finance function, including accounts payable, receivable, payroll,
and month-end reporting.
e Manage accurate and timely preparation of budgets, forecasts, financial statements, and reports
for the CEO, Board, and funders.
e Maintain the general ledger, reconcile accounts, prepare BAS/IAS and FBT, and ensure
compliance with ACNC, ATO, and Australian Accounting Standards.
e Support managers ensuring accuracy and adherence to finance policies and procedures.
e Oversee reconciliations, cashflow management, and financial dashboards to guide strategic
decisions.
Funding and Contract Acquittals
e Manage financial acquittals across multiple government, philanthropic, and fee-for-service
contracts.
e  Work with program, contracts and operational team members to track expenditure and ensure
funds are allocated correctly.
e Prepare funding reports and assist with cost model development for service contracts and grant
submissions.
Governance and Risk Management
e Ensure robust internal controls, financial integrity, and compliance with relevant standards and
regulations.
e Prepare year-end financial statements and coordinate annual audit processes.
e Support the General Manager, Corporate Services with board reporting providing clear, concise
reporting and data insights.
¢ Monitor financial risks and recommend actions to General Manager, Corporate Services
supporting the organisation’s sustainability.
Leadership and Collaboration
e Lead by example as a hands-on finance professional who also mentors and supports.
e Build financial capability across the organisation by supporting managers to interpret budgets
and financial reports.
e Contribute to service planning, projects and performance monitoring.

Leadership/Communication

e Support the philosophy of Luma.

e Adhere to the policies and procedures of Luma.

e Participate in development opportunities including attending sector networking, further
training and, professional development events when required.

e Work collaboratively within the executive team and with Luma multidisciplinary staff, service
coordinators, and management.

e Promote teamwork within Luma by developing good working relationships with other
employees and demonstrating initiative.

Safety & Quality Improvement
e Remain up-to-date of industry trends and best practice.
e Document quality assurance activities with internal reporting and audits.
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e |dentify training needs.

Organisational Responsibility

e Communicate and act in ways that are consistent with the organisation’s purpose and values.

e Support and promote the work of the organisation, maintaining a positive image of the
organisation in accordance with the level of the position.

e Comply with the organisation’s policies, code of conduct, procedures and practices, external
funding body requirements and legislation.

e Apply and uphold the principles of a respectful, inclusive, and diverse workplace, free from
discrimination, harassment, or bullying.

e Adhere to organisational Health, Safety and Environment requirement.

Key Performance Indicators

The KPIs are read in conjunction with this Position Description and are reviewed annually with the
reporting manager.

Selection Criteria
e Degree in Accounting, Finance, or Commerce; CPA/CA (or working toward) preferred.
e Minimum 5 years’ experience in end-to-end financial management, preferably within the health,
community, or not-for-profit sector.
e Proven experience managing multi-source funding and complex contract reporting.
e Proficiency with Xero, Prospend, and ApprovalMax or equivalent accounting software.
e Strong understanding of ACNC, ATO, and grant acquittal reporting requirements.
e Hands-on, proactive, and detail-oriented approach to financial management.
e Collaborative and approachable communicator.
e Strategic thinker who can balance practical delivery with long-term planning.
o Commitment to advancing women’s health, equity, and wellbeing.

Our organisation is committed to protecting children and young people from harm. We require all applicants fo undergo an
extensive screening process prior to appointment.

Our values drive our culture and performance through a strong focus on upholding the organisation's vision and purpose. We
celebrate and respect people’s differences and commit to providing an inclusive work environment. We welcome applications from

individuals of all backgrounds, including Aboriginal and Torres Strait Islander peoples, people from culturally and linguistically diverse
communities, people with disability, and those identifying as LGBTQIA+.

Acceptance

| have read and understand the content of this Position Description.

Employee Signature: Date:

Reporting Supervisor Signature: Date:



