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NARROMINE SHIRE COUNCIL
POSITION DESCRIPTION

POSITION TITLE
:
MANAGER BUSINESS SERVICES AND INFORMATION 

                                                          TECHNOLOGY

DEPARTMENT
:
FINANCE AND CORPORATE STRATEGY
REPORTS TO
:
DIRECTOR OF FINANCE AND CORPORATE STRATEGY
STATUS
:
FULL TIME
HOURS OF DUTY
:
MONDAY - FRIDAY




8.30AM – 5.00PM

GRADE
:
16 ENTRY – STEP 5
POSITION OBJECTIVE

The objective of this position is to contribute to the overall effectiveness of Council by leading, managing, developing and providing business support to the Director of Finance and Corporate Strategy (DFCS) and Other Departments of Council, as required.

To ensure targets are achieved on specification, on time and on budget and in accordance with Council’s strategic plans, department objectives and business plans.

The position will plan and manage the allocated resources effectively and efficiently in the delivery of high quality Information Technology systems and support, and the analysis of the levels of service of business units within NSC

To implement Council’s Customer Service Charter and provide a high quality level of customer service to Narromine Shire Council’s internal; and external stakeholders in a professional and courteous manner.

To oversee the Internal Audit process and implementation of the Annual Audit Plan targets in conjunction with the DFCS and the General Manager.
To coordinate the preparation of Council’s annual Operating Plan, Delivery Program, Long Term Asset Management Plans and Workforce Plan in accordance with the NSW State Government Integrated Planning and Reporting framework.

To manage the income/expenditure and acquittal of all Council Grants.

KEY ACCOUNTABILITIES AND DUTIES

Planning and delivery of Council’s Information Technology systems and business support systems.

Analysis of Council’s Business systems – Level of service, revenue raising and costing analysis.
Coordination of the Integrated Planning Process

Implementation of Council’s Customer Service Charter

Planning and coordination of Council’s Internal Controls.
Control of Council’s grants applications and acquittals.
KEY PERFORMANCE INDICATORS

· Legislative and Council policy requirements are professionally completed and maintained within specified timeframes.
· All liaison carried out in a professional manner being a positive ambassador for Narromine Shire Council.
· Comply with Council’s Code of Conduct, WHS, EEO and other of Council’s policies and procedures.
· Other targets as agreed are achieved.
GENERAL DUTIES/RESPONSIBILITIES 
1.
Ensure implementation of Council’s decisions and policies.

2.
Respond to enquiries from the community in a courteous and timely manner.

3.
Implement human resource management policies and practices to provide a consistent, corporate approach.
4.
Actively participate in cross section communication and planning.

5.
Ensure quality customer service is a primary focus in all activities.

6.
Monitor budget expenditure and prepare progress reports as required for all areas of responsibility.

7.
Promote the image of Council as courteous, responsive and efficient.

8.
Implement appropriate corrective actions to address areas of non-performance of systems and/or staff.
9.
Undertake specific projects as specified.

10.
Initiate and respond to correspondence within timeframes as specified by Council’s policy.

11.
Provide professional advice as required.
12.
Ensure work practices and work environment meet statutory and corporate Work Health and Safety requirements.

13.
Comply with Council’s Equal Employment Opportunity policy.

14.
Comply with Council’s Code of Conduct.

DELEGATIONS OF AUTHORITY

· Authorise timesheets and expenditure within designated budget up to approved level.
SELECTION CRITERIA

Essential:

· Tertiary Qualifications and/or extensive experience relevant to the role

· Finance/accounting qualifications

· Mimimum 2 years experience in a management role delivering business analysis and IT services.
· Demonstrated high-level team work, people management, decision making, analytical and problem solving skills.

· Demonstrated skills in strategic planning, risk management, budget preparation and business continuity planning

· Knowledge and experience with industry standard project management, finance, internal controls, customer service, software development, business analysis and IT frameworks or methodologies.

· Proficient written and verbal communication skills

· Thorough knowledge and understanding of WHS requirements.

· High level of computer literacy, including demonstrated experience using word processing, spreadsheets, databases, email and internet.

· Class ‘C’ Drivers Licence.

Desirable:

· Industry qualifications in information technology systems, management or business analysis. 
· Previous experience with Lotus notes, Bluepoint or Fujitsu Financial systems.
· Previous experience in Local Government.
· In-depth understanding of emerging technologies and trends especially relating to cloud, mobility, BYOD, ICT security and automation.
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