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APPLICATION PACK
Thank you for your enquiry about the recently advertised vacancy for the below position:

	Classification
	Executive Level 1

	Salary Range
	$87,971 - $98,368

	Position number
	20006582

	Position Title
	Finance Manager

	Unit
	Finance and ICT Unit

	Location
	Brindabella Business Park – Canberra Airport

	Contact Officer 
	Mark Lewington (02 6120 9122)


This Application Pack comprises the following:
1. information about PSR and eligibility to apply;
2. a position description, duties and selection criteria; and 

3. information about preparing and lodging your application

The closing date for lodgement of applications is COB: Thursday 9 February 2012
Section 1 - Information About PSR
PSR is a key contributor to the compliance and regulatory framework that governs health care provisions in Australia.  It is a small Agency of about 30 staff within the Australian Government’s Health Portfolio, and is located at Brindabella Business Park near Canberra Airport.

PSR administers Part VAA of the Health Insurance Act 1973 which established the Professional Service Review Scheme (the Scheme) in 1994.  The Scheme was established for reviewing and investigating possible inappropriate practice by health practitioners when they provide Medicare services or prescribe Government-subsidised medicines under the Pharmaceutical Benefits Scheme (PBS).  Investigations are conducted by the Director of PSR, who may refer the health practitioners to a committee of peers. 

By facilitating the operation of the PSR scheme, the Agency protects patients and the community from the risks associated with inappropriate practice, and protects the Commonwealth from having to meet the cost of services provided as a result of inappropriate practice.

Health practitioners covered by the PSR Scheme include any practitioner that provides Medicare or PBS services. This includes medical and dental practitioners, podiatrists, chiropractors, physiotherapists, optometrists, osteopaths, nurse practitioners and midwives.
Eligibility to Apply

To be eligible for this position you must be an Australian citizen. 
Section 2 - Position Description – Executive Level 1, Finance Manager
Position Description
The Finance Manager position plays an important role in the financial operation and corporate management of PSR.  The position reports to the Chief Finance Officer in relation to two key areas of responsibility: (i) finance and (ii) corporate support.  

(i) The finance work includes: budgeting; reporting; financial statements; accounting services; BAS; FBT; cost modelling and forecasting; CBMS estimates, actual and cash drawdowns; financial policy and procedures development, ensuring PSR is compliant with relevant financial legislation and directions; procurement advice and contract oversight.  The position will oversee the work of the APS5 Finance Officer position that will assist the Finance Manager in carrying out these functions.

(ii) The corporate support work includes leading the finance team in a range of functions related to cases under review for possible inappropriate practice, and assisting with other corporate functions and governance arrangements. 

The role will suite someone looking to expand their financial knowledge across the broad requirements of a small government agency.  As the manager and key finance member of a small team, the accepted candidate can expect to strengthen their skills in providing training, leadership, and guidance to both the team and agency as a whole on all finance matters
Duties
· Completion  of year end processes including responsibility for the preparation of working papers and financial statements;

· Management of month end process and preparation of financial reports for internal and external stakeholders;

· Development of policies/procedures and key input to the business planning process;

· Provision of ad hoc financial information to internal and external stakeholders as requested (internal audit, DoFD, Senate Estimates, etc);

· Reviewing/maintaining/improving costing models and FMIS;

· Reviewing/maintaining/improving internal budget process;

· Ensuring compliance with government financial management/compliance requirements and Commonwealth Procurement Guidelines;

· Providing direction to staff by leading, mentoring and coaching to develop and deliver consistent, quality outcomes.
 SELECTION CRITERIA AND KEY CAPABILITIES
1. Strategic Thinking 

· Inspires a sense of purpose and direction

· Shows judgement, intelligence and commonsense

2. Achieves Results

· Builds organisational capability and responsiveness

· Steers and implements change and deals with uncertainty

3. Productive Working Relationships

· Nurtures internal and external relationships

· Guides, mentors and develops people

4. Personal Drive and Integrity

· Commits to action

· Displays resilience

5. Communicates with Influence

· Communicates clearly

· Listens, understands and adapts to audience

6. Job specific capabilities

· Demonstrated experience working in the Commonwealth financial management framework, including a good understanding of accrual accounting
QUALIFICATIONS 

· Qualified accountant, either CA or CPA or equivalent experience preferred
Section 3 - Preparing and lodging your Application
You must be able to demonstrate that you are able to satisfy the requirements of the advertised position.  
We recommend that you:

· Read the Position Description and Duties, Selection Criteria and other documentation provided before starting to write your application.  The Duty Statement describes the main tasks and functions of the position and the Selection Criteria lists the capabilities and experience that the successful applicant should possess.

· Research PSR (you will find more information at www.psr.gov.au)

· Speak with the contact officer shown in the table on page 1 of the Application Pack to discuss the job requirements and to establish whether you have the relevant skills for the position prior to submitting your application.  (This is not a mandatory requirement)

Your application should include:

· the completed Job Application Cover Form (ATTACHMENT 1) including the names of two referees and your up-to-date contact information;

· your statement of claims against the selection criteria (see below); and
· your resume detailing personal details, education and/or training and work history.

Addressing the Selection Criteria
The statement of claims against the selection criteria is the most important part of an application as it provides the basis for short-listing and further consideration of an application.  This is your opportunity to convincingly demonstrate that you meet the selection criteria.  
Make a separate heading for each selection criterion and systematically address each criterion by explaining how aspects of your skills, qualifications, experience and abilities relate to each criterion.  Be concise, use relevant examples of your work performance to support your claims and emphasise your major achievements.

If any criterion is not addressed, or insufficiently addressed, your application may not receive further consideration.  Some tips to remember:

· be concise and organise your application;

· provide relevant examples when addressing the selection criteria;

· please don’t include copies of certificates (these can be obtained later); and 
· please do not use folders to present your applications.

Referee Reports
You should provide the names and contact details of two referees at the time of submitting your application.  The referees must be able to comment effectively on your skills and abilities, experience or work performance against each criterion and make general comments about your suitability for the advertised vacancy.  Ideally, one referee should be your current immediate supervisor.  A standard form is available for use by your Referees for their comments.

The Contact Officer may seek comments from people other than suggested referees, e.g. clients, subordinates, peers and other managers.  You will be advised if this occurs.

When to lodge your application
Your application should be submitted by the close of business on the Thursday 9 February 2012. It is the responsibility of the Contact Officer to decide if any applications will be accepted after the closing date and any enquiries in this regard should be directed to that person.

Applications may be emailed to HrEnquiries@psr.gov.au , or posted to:

HR Manager
Professional Services Review

PO Box 7152

Canberra Business Centre

FYSHWICK   ACT   2610
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(ATTACHMENT 1)

Job Application Cover Form
This Form must be completed along with your statement of claims against the selection criteria and your resume.
VACANCY DETAILS

	Position number
	

	Position title
	

	Job Classification
	

	Location
	

	How did you find out about the job?
	
	Gazette
	
	website
	
	Aust. JobSearch

	
	
	Press, which newspaper
	
	Other, please detail here

	
	
	


PERSONAL AND CONTACT DETAILS

	Title
	
	Mr
	
	Ms
	
	Mrs
	
	Miss
	
	Dr
	
	Prof

	Last Name
	

	First Name/s
	

	Preferred First Name
	

	Postal Address

(written correspondence is sent to this address)
	

	
	
	Postcode
	

	Contact Phone Numbers
	Home
	
	Mobile
	

	
	Work
	
	Alternative
	

	Email Address
	Preferred
	

	
	Alternative
	

	How do you prefer to be contacted?
	

	Are you an Australian Citizen?
	
	Yes
	
	No

	If No, are you eligible to become an Australian Citizen?
	
	Yes
	
	No

	Please note that if this position is a security assessed position, you must be an Australian Citizen to be eligible for a security clearance. For positions which are not security assessed positions, you must be either an Australian citizen or hold Australian permanent residency.


If you are currently employed in the Australian Public Service (APS), please complete this section (otherwise proceed to next section)
	Name of your current APS Department or Agency
	

	Postal Address of your Department/Agency
	

	Contact name and phone no of your Personnel or Payroll Manager
	

	What is your APS employment status?
	
	Ongoing
	
	Non-Ongoing

	What is your nominal (substantive) APS level?
	

	What is your AGS number?
	

	What is your current salary rate?
	


Employment Information (other than APS)

	Who is your employer, or 

what is your employment status?
	
	Commonwealth Authority
	
	Private sector employer

	
	
	ACT Public Service
	
	Self employed or Consultant

	
	
	State/Local Government
	
	Not currently employed

	Name of your employer
	

	Your job title
	


Your Referees - one referee should be your current supervisor

	Referee No 1
	Name
	

	
	Title & working relationship
	

	
	Contact phone number
	

	
	Contact email address
	

	Referee No 2
	Name
	

	
	Title & working relationship
	

	
	Contact phone number
	

	
	Contact email address
	

	Please note that referees may be contacted at any stage after applications close.


Other information

	Have you received a redundancy benefit from an APS or a Commonwealth employer?
	
	Yes
	
	No

	If yes, which agency did you receive the redundancy from?
	

	When does your calculated redundancy benefit period end?
	

	Have you ever been found by your current, or a previous employer, to have breached the APS Code of conduct as set out second 13 of the Public Service Act 1999?
	

	If yes, please provide the name of the agency in which you were employed when the breach occurred.
	

	Please provide details of any times and/or dates you are unavailable for further contact and/or interview
	

	Please provide details if you require any equipment and/or assistance at interview.
	


The following is optional information which will be used for statistical purposes only.

	Are you an Aboriginal or Torres Strait Islander?
	
	Yes
	
	No

	Are you from a culturally diverse background?
	
	Yes
	
	No

	Are you a person with a disability?
	
	Yes
	
	No


Once you complete this form, please submit it with the following attachments: 
(Please confirm by ticking each box).

	Statement of claims against each selection criteria
	

	Resume or Curriculum Vitae including:
	

	   -   Full employment details in chronological order
	

	   -   Names of two referees
	

	   -   Relevant Education Qualifications
	

	   -   Relevant training courses attended
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