
 

 

Job Description 

Finance and Corporate Services Manager 
 

1.0 Profile of Employer 

Community Legal WA (CLWA) is the peak body for Western Australian community legal services, 

which has 23 members including community legal centres and Aboriginal Community Controlled 

Family Violence Prevention Legal Services (CLS).  Our vision is a fair Western Australia in which 

everybody has access to justice. 

The primary functions of Community Legal WA are to: 

• Advance human rights and social justice through law reform, policy, advocacy and projects.  

• Build capacity, and promote effectiveness, sustainability and collaboration in the community legal 

sector 

Community Legal WA is staffed by a small team and supports the sector through communications, 

services, and advocacy. Community Legal WA is governed by a Board and receives funding from the 

WA Government and other sources. 

 

2.0 Role of the Finance and Corporate Services Manager  

The Finance and Corporate Services Manager is directly responsible for delivering CLWA’s financial 

management, operations, digital environment and governance support, ensuring these functions are 

well managed and support the organisation’s sustainability and performance. The role works closely 

with the CEO, Board and staff and, as part of a small team, is hands-on across the full range of finance 

and corporate services functions. 

3.0 Communication and Reporting lines: 
 

This role reports to:  

This role works alongside: 

CEO 

CEO, management team, staff, members 

Positions reporting to this role: External contractors as engaged from time to time 

  

4.0 Key Duties 

4.1 Leadership 
• Act as a member of the management team  

• Support the CEO and management team with financial and operational advice and direction to 

ensure smooth operations and support CLWA to have the people, organisational and resource 

capabilities to meet CLWA’s strategic goals.  

• Proactively support and advance financial sustainability through business planning and income 

generation, and providing financial advice to the CEO and Board. 

• Ensure CLWA appropriately plans its current and future activities through working with the CEO to 

support budgeting, and strategic and operational planning and implementation.  

• Procure and manage contractors for bookkeeping, governance and ICT. 
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4.2 Finance (55%) 
• Develop, implement and maintain financial policies, procedures and frameworks that support 

financial governance and compliance.  

• Design and implement internal control systems, including collaborating with the management team 

to ensure accuracy, reliability and integrity of financial data and risk management. 

• Manage CLWA’s finances including oversight of journals, accruals, reconciliations and system 

integrity including payroll, financial record keeping, reporting, cashflow, budgeting, insurance, 

investments, procurement, compliance, risk and asset management. 

• Work closely with CLWA’s contract bookkeeper to ensure all payroll, tax and creditors’ payments are 

processed accurately (in Xero), on time and compliant with Australian Accounting Standards, in 

consultation with Treasurer and Auditor. 

• Ensure all payroll activities and employment contracts are compliant with the SACS Award and CLWA 

Employment Agreement, liaising internally and with external HR advice when required. 

• Lead the annual audit program and production of special purpose financial statements. 

• Prepare financial statements on a monthly and annual basis, providing reporting, analysis and 

acquittal advice to the CEO, Board and funding bodies, ensuring key deliverables and deadlines are 

met. 

• Lead the development of annual, project and funding pitch budgets, collaborating with the 

management team. 

• Develop and maintain financial modelling and forecasts to support strategic decision making and 

development of new business models.  

• Lead the work of the Finance Sub-Committee providing facilitation, support, financial information 

and advice to the CEO, committee and Board.  

• Develop and maintain knowledge of government procurement as it relates to the role.  

4.3 Business Development (5%) 
• Proactively support and advance financial sustainability through the identification of income 

generation and cost saving options and associated business planning.  

• Support the management team with the development of new initiatives to deliver financially 

sustainable outcomes for the organisation. This could include business planning, cost estimation and 

development of financial evaluation metrics. 

• Support the CEO with research, applications and development of new funding opportunities such as 

grants, commercial or philanthropic partnerships. 

4.4 Administration, Operations & Information Technology (30%) 
• Responsible for the oversight, development, implementation and evaluation of operational policies 

and procedures, to enhance efficiency and good practice across the organisation including records 

management (SharePoint M365), information technology systems, associated assets and supplies. 

• Responsible for the oversight, development and implementation of cyber security policies and 

procedures, to protect the organisation’s digital assets and ensure compliance with relevant 

regulations including staff training and organisational culture 

• Develop appropriate ICT risk mitigation measures and security monitoring, in conjunction with the 

external IT contractor, considering the operational context and resources. 
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• Procure and facilitate ICT support for the team, identify issues, resolve problems, and liaise with 

external ICT providers when required. Platforms include the full MS365 suite, Xero, Adobe and other 

platforms.  

• Liaise with the Building Manager to coordinate maintenance and office lease requirements. 

• Provide administrative support for the management team, preparing agenda and taking minutes.  

4.5 Corporate Governance (10%)  
• Provide support to the CEO through the development and review of corporate governance policy.  

• Manage all compliance and regulatory activities, update information on relevant government portals 

and proactively ensure CLWA remains compliant with the requirements of an incorporated 

association, charity status and its governing constitution.  

• Coordinate the administration of CLWA Board activities. This may include supervision of external 

contractor support to:  

o Prepare documents and minutes for monthly Board meetings, AGM and other meetings.  

o Maintain Board policy and compliance documents.  

o Coordinate new Board Member recruitment and induction requirements.  

o Assist with governance functions such as the review of the constitution and lodging 

documents as required.  

o Support the Governance & Risk Sub-Committees as required through preparing documents and 

minutes.  

4.6 Other Duties  
• Support the operations of a small team and undertake own administrative tasks. 

• As part of a team effort, actively undertake planning, administrative and other operational duties to 

help deliver member events and other activities. 

• Identify and undertake personal and professional development activities aimed at improving capacity 

to fulfil the role effectively and sustainably. 

• Actively contribute to CLWA team meetings. 

• Contribute to other CLWA, state and national activities as required. 

• Other duties as required.  

 

4.7 Values and Behaviours 

• Promote, role model and demonstrate appropriate behaviour to support CLWA values, culture, 

performance and profile. 

• Actively support CLWA’s values: collaboration, integrity, innovation and courage.  

• Actively support CLWA’s commitment to the principles of diversity, inclusion, cultural safety, social 

justice, human rights, and equal opportunity. 

 

5.0 Key Selection Criteria 

Essential 

• Demonstrated 3 years of experience in managing, coordinating and delivering the finance and 

governance functions of a small organisation, including audit and Board level reporting.  
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• Demonstrated experience in a wide range of corporate service functions at a high level, including 

Information Technology, knowledge management, and general administration and operational 

functions. 

• Strong analytical, budgeting, forecasting and financial modelling skills with high attention to detail.  

• Excellent organisational and time management skills with the ability to prioritise, adapt and deliver 

reliably in a small organisation with competing demands, in a rapidly changing context. 

• Excellent written and interpersonal communication skills with a demonstrated ability to work 

collaboratively across a small team, build constructive working relationships and support colleagues 

to achieve shared organisational outcomes. 

• Ability to work independently and exercise sound judgement and initiative, while communicating 

appropriately, seeking input and working collaboratively where decisions affect others.  

• High level of digital capability including all areas of MS365, SharePoint, Xero with the ability to 

troubleshoot issues, improve system use and quickly learn new platforms.  

• A strong track record in initiating and implementing improvements and solutions to deliver good 

practice organisational policy and procedures.  

• Understanding and experience in dealing with confidential and sensitive information, including the 

protection of data within a privacy and cyber security context.  

• Strong alignment with CLWA’s values and commitment to social justice and human rights, including a 

collaborative, respectful and constructive approach to working with staff, members and 

stakeholders. 

 

Desirable  

• Experience in the community legal sector, community organisations or social services. 

• Experience in staff and operational management. 

• Demonstrated practical knowledge of cyber security, privacy and ICT risk management, including 

implementation of appropriate policies, procedures and controls.  

• Qualifications in accounting, governance or business. 

 

Other 

• A current Full Australian Driver’s Licence. 

• A satisfactory National Police Check not more than 6 months old.  

 

6.0 Salary and Conditions 
Hours: 0.7 FTE 52.5hrs per fortnight 

Salary: SACS Award level 7-8 (depending on experience) 

Employment type: Fixed Term-Part-Time 2 years to 30 September 2028 

Salary Packaging: PBI Salary Packaging is available. 

Leave and other conditions: Generous personal and annual leave, in accordance with the Community 

Legal Centres Association (WA) Inc Employment Agreement 2016 which is registered in the WA 

Industrial Relations Commission. 

Flexible working hours and a hybrid workplace.  


