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POSITION DESCRIPTION

	
	Position Title
	Chief Finance Officer 
	Employee Name
	CFO position   
	Date
	Updated 3 November 2025 

	Location
	Coast2Bay Headquarters at Kon Tiki Maroochydore
(or other location determined by the Board)  
	Organisational Unit/ Department
	Finance and Administration 

	Contract Conditions 
	
	Hours Range
	Flexible Working – 72 hours per fortnight 



VISION AND MISSION 
	  Vision 

Communities where homes bring safety, belonging and opportunity. 
	 Mission 

We create homes, build strong communities, and transform lives. 



VALUES
	
Person Centred –  we respect people and help them fulfil their aspirations 

Community focussed  – we create stronger communities to promote belonging and wellbeing 
 
Innovative – we are creative and design sustainable housing solutions 
 
	
Sustainable  – we ensure long term economic viability, balancing prosperity with care for our environment 

Collaborative  – we work with others in a transparent, accountable and purposeful way  






	Position reports to
	CEO 
Board of Directors via CEO  
	Reportable Positions
	· Senior Finance & Administration Manager / Management Accountant
· ICT Implementation Senior Manager
· Project Accountant ICT 
· Development Project / Management Accountant 

	Position Purpose
	To provide 
· Leadership and coordination in the administrative, business, accounting and budgeting areas of the organisation and wholly controlled entities.
· Professional advice and support to the CEO
· Professional advice and support to the Board of Directors advising of any financial and administrative events that may have significant impact on the services operations.
· Support the CEO on delivering the strategic vision including fostering and cultivating stakeholder relationships, as well as assisting and development and negotiation of contracts with Government agencies 
· Lead role in facilitating key relationships for lending and financing of development activities 
· Assist the Development Manager in designing construction and project feasibilities 
· Assistance in the role of Executive Manager across the organisation providing advice and support to the Executive team in operational delivery
· Oversight of central support services including ICT support and other technological aspects of the business and information management  
· Oversight and in ensuring annual compliance requirements are met including the Financial Performance Reporting and forecasting for 10-year planning horizons (returns to NRSCH, ACNC and ASIC as appropriate)
· Assist in leadership and management of Purpose Real Estate (social enterprise SPV)  

	Experience 
	Minimum
A minimum of 8 years experience working in senior finance role 
A minimum of 5 years experience in an organisational management or leadership position 
Desirable 
Experience in a social / community housing context 

	Qualifications
	Minimum Qualification 
CPA Qualification in one or more of the following disciples (business management, accountancy, community services, development industry or public administration) 
GAIC – Graduate Australian Institute of Company Directors 
Desirable Qualification 
Post Graduate Qualification in following disciplines (business management, accountancy, community services, development industry or public administration) 
Real Estate Licence / Certificate (or willingness to complete course)

	Prerequisites
	· Current National Police Certificate    
· Integrity Checks
	· Eligibility to live and work in Australia 
· Current drivers’ licence 

	Award (if applicable)
	Non award 
	Classification
	Non award 

	Resource Management
	Finance and Administration Budgets
	Relationships 
	Internal 
Board Directors, Director Reports and Staff  

	Delegation Level
	Level 5 – Executive Managers 
	Probationary period 
	




	Foundation Competencies Required
	Behavioural Competencies Required
	Technical Competencies Required

	Willingness to work and act in a manner that delivers effective: 
	Expectations of behaviours in the role 
	Knowledge of community development practice in the following areas 
 

	Administration
· Ensures effective frameworks and tools for data collection and reporting.
· Ensures development of key processes and amends to ensure maximum operational efficiency and effectiveness.
· Ensures effective framework for policies and procedures 
· Ensures effective monitoring of key performance data, trends and emerging issues
	Communication 
Verbal – confidently and clearly articulates facts and conveys information in a manner appropriate to the target audience

Written – clear and concise presentation of information and messages in such a way that conveys understanding and retention of the content (includes the production of reports, project briefs, correspondence, emails, leaflets)

	Strategic Planning / Strategic Focus (Contributing / shaping long term organisational plans) secures effective Executive engagement for the following competencies 
· Translation of strategic plans into clear operational goals, actions and timelines 
· Effective business planning to support organisational strategy 
· Strategic focus for operational planning
· Direction of resourcing to meet strategic priorities
· Development of strategic priorities and actions for management teams
· Identification of trends in meeting strategic plans and provides analysis of underpinning issues
· Review of progress against strategic plan
· Reporting on progress against strategic plan


	Quality / Continuous Improvement
· Develops and reviews framework for reporting feedback and addressing complaints
· Directs managers to ensure effective practice models 
· Designs and implements effective change management strategies
· Ensure improvement priorities to inform governance role of Directors 
· Ensures effective resolution of serious complaints and critical incidents
	
	

	Safety and Wellbeing
· Ensure safety systems are established, managed and reviewed effectively to meet organizational and regulatory requirements
· Identify and respond to emerging safety issues and improve systems as required
· Provides adequate resources to ensure staff wellbeing 
· Ensure adequate reporting systems in lien with Governance requirements  

	Collaboration and Team Work 
Actively participating in and contributing to team effectiveness; taking action that considers the perspective and needs of others; being aware of the effect of behaviour on others 

Managing Relationships – builds and maintains positive, productive and mutually beneficial working relationships
	Financial / Resource Management (provides effective managing / overseeing the use of financial resources)
· Ensures robust financial frameworks to deliver organisational goals and business strategies
· Negotiates and establishes contracts in line with delegation levels
· Sets operational budgets and reviews financial performance
· Assist in ensuring long term availability of adequate resources for organisation
· Drives sustainable practice across the organisation    
· Provides due diligence review of new programs projects and partnerships (as appropriate) 
 

	Risk Management 
· Establishes framework for identifying, analysing and managing risks in line with risk policy 
· Ensures proactive response to emerging risks in area of responsibility 
· Ensures operational risk register is accurate and up to date
· Contributes to reporting strategic risks 
· Reports risk through governance frameworks – in line with delegations
Assisting with the  implementation of the Enterprise Risk Management Framework 
	
	Human Resource Management (provides effective management of people)
· Ensures robust and supportive organizational culture 
· Empowers others by ensuring effective frameworks for action and accountability including development of standard operating procedures
· Ensures adequate practice and culture of effective supervision 
· Ensures effective human resource practice 
· Takes appropriate action to address unresolved performance management issues and issues of serious misconduct / poor performance – in line with delegations

	Diversity and Conflict Resolution 
· Develops operational and practice frameworks that ensure culturally competent organisation
· Ensures legislative and compliance reporting is undertaken
· Provides framework for workplace conflicts to be identified and remedied 
· Provides leadership and strong advocacy for issues of diversity in service provision 

	Person Centred / Customer Focus  
Listens and understandings tenant / customer perspective; anticipating their needs, giving high priority to secure satisfaction. (internal and external and customers)
	Conceptual and analytical thinking (provides conceptual thinking and basis actions and decisions on the facts and figures, critically evaluates information and data)
· Provides conceptual thinking in the development of models and operational practice manuals
· Evaluates external data and research and translates this into appropriate operational policies and practice
· Monitors performance data and identifies key issues and priorities for the organisation
· Examines benchmarking data to explore areas of commonality and difference in performance
· Proactively considers future growth and operational changes


	Time and Task Management (organising self and others)
· Reviews and plans staffing to ensure effective and efficient use of human resources
· Clarifies and priorities operational responsibilities and activities
· Ensure appropriate sequence for new developments and programs to ensure appropriate workloads
	
	Project Planning and Implementation – (provides effective project management and problem-solving techniques)
· Initiates projects – providing project scope and resources
· Provides impetus and direction for projects 
· Determines priorities and outcomes for projects 
· Sets appropriate project management frameworks 
· Evaluates effectiveness of projects
· Facilitates external and independent evaluation when required 
· Ensures adequate consideration of interdependencies of issues in project planning
· Reports progress against strategic project plans to Board

	Technical Competencies  
Strategic Financial Planning 
· Ensures effective strategic budget planning, forecasting and budget 
· Ensures effective financial modelling for projects and developments
· Ensures effective interface with external auditors and responds to audit findings 
· Ensures effective engagement in accountancy profession providing best practice to organisation  
· Lead role  in ensuring effective anti-fraud practice
	Responsibility and Accountability 

Understands the role and its responsibilities. Takes personal accountability for actions and decisions
	Organisational Capability –  (provides effective skills, knowledge, expertise and structures to fulfil organisational objectives)
· Identifies key areas to build and sustain organisational capacity
· Ensures knowledge and skills of workforce meets organisational aims and objectives
· Ensures active workforce planning
· Provides a framework to ensure ongoing knowledge management within the organisation
· Provides a framework for training and development of staff teams
· Ensures adequate structure for operational delivery and makes changes accordingly 
Provides logic and process to facilitate change management 

	Advice
· Ensures effective advice and support to the Board of Directors in respect of financial matters
· Provides updates and briefings on financial modelling  
· Ensures effective and timely plans to ensure financial and compliance 
· Ensures robust framework for the recruitment, orientation and development of Board Directors  
	
	


 



	 Key Result Areas
	Key Activities
	Standard Measures

	Leadership and coordination in the business, accounting, forecasting and budgeting areas of the organisation.

	· Lead role in overseeing and prepare draft annual forecasts and budgets and financial input into strategic planning process and any strategic projects
· Lead role in ensuring the development and sustaining of the cost centre structure, chart of accounts and coding system that meets the strategic objectives of the organisation  
· Oversee financial management of operations to include developing financial and budget policies and procedures.
· Lead role in the preparation of financial statements, financial reports, special analyses and information reports for Board of Directors and Executive Team and Financiers 
· Develop and direct the implementation of financial modelling for the strategic business and/or operational plans, projects, programs and systems
· Ensure the compliance with local, state and federal budgetary reporting requirements.
· Oversee and ensure effective compliance reporting to NRSCH, ACNC and ASIC under the direction of the CEO 
· Lead role in providing financial advice and input into operation of Special Purpose vehicles for development projects. 
· Overseeing key stakeholder relationship with external Auditors in conjunction with the management accountant.  
· Lead role in preparing the FPR for the NRSCH regulator and the accompnayi9ng 10 year forecasts 
	· Periodic and ad hoc processes to be completed on a timely basis with accuracy (meeting month, quarter and year end deadlines)
· Meeting Australian Accountancy Standards through sound finance processes and annual audit checks  
· Meeting service standards and objectives


	Professional advice and support to the CEO and Board of Directors advising of any financial and administrative events that may have significant impact on the services operations.
	· Prepare professional advice for the CEO and Board of Directors on financial matters including acting as secretary to the Finance Audit and Risk Committee
· Explore possible options for delivery of financial aspects of the strategic and business plans for the organisation. 
· Develop financial tools and supporting information systems of the company to include budgeting, investment strategies, tax planning, real estate, and conservation of assets.
· Provide advice on compliance issues and issues relating to the Australian Accounting standards and their likely impact on organisational plans.  
	· Periodic and ad hoc advice to be completed on a timely basis with accuracy (meeting month, quarter, and year end deadlines)

	Lead role in oversight of Finance, Administration, Processes 

	· Provide executive leadership and management of finance and administration teams across the group of companies. 
· Approve and coordinate changes and improvements in automated financial and management information systems of the company.
· Oversee the approval and processing of revenue, expenditure, and position control documents, budgets, salary updates, ledger and account maintenance and data entry.
· Oversee the effective implementation of finance, accounting, billing, receipting, and auditing procedures.
· Oversee treasury functions for the company. 
· Establish and maintain appropriate internal control safeguards.
· Interact with other managers to provide consultative support to planning initiatives through financial and management information analyses, reports, and recommendations.
· Ensure records systems are maintained in accordance with Australian Auditing standards.
· Assist in obtaining the necessary licences and insurance required for the group 
· Analyse cash flows, cost controls, and expenses and report accordingly 
· Analyse financial statements to pinpoint potential weak areas.
· Establish and implement short-term and long-range departmental goals, objectives, policies and operational procedures.
· Represent the company externally to media, government agencies, funding agencies, and the general public on financial matters as required by the CEO.
· Oversee the recruitment, training supervision, and evaluation of departmental staff.
	· Meeting Australian Accountancy standards through sound finance processes 
· Ensuring 100% check of transactions processed within delegation schedule.  
· Ongoing improvement to systems and processes
· Meeting service standards and objectives
· Meeting standards for record keeping and archive functions. 
· 100% accuracy of meeting minutes and meeting timetable for production and circulation of minutes and papers   
· Meet performance indicators for efficient and effective work across the finance and administration team. 
· Ensure human resource indicators are met.  


	Support the CEO and Executive team on delivering the strategic vision including fostering and cultivating stakeholder relationships, as well as assisting and development and negotiation of contracts.

	· Assist CEO in ensuring that the organisations vision that is widely supported consistently applied and effectively implemented.
· Assist in fostering cooperation, respect, employee confidence and teamwork.
· Assist in fostering a corporate culture that promotes professionalism, social justice, ethical practices, as well as fulfilling a social responsibility.
· Maintain a positive, ethical work climate.
· Provide leadership in change management and business transformation processes.
	· Positive and improving ratings on annual staff survey organisational culture and employee engagement 
· Establish effective behavioural competencies and measure impact across staff groups (annual survey)  
 

	Lead role in facilitating key relationships for lending and financing of development activities 

Assist in developing construction and project feasibilities 

	· Oversight and ensuring the development and implementation of appropriate financial feasibility models in implementing the development pipeline for the organisation under State and Commonwealth funding programs including Housing Australia Future Fund 
· Explore and implement institutional investment models and liaise with external specialist consultants 
· Assist in ensuring the business meets its development program targets as detailed in business plan prudently and efficiently.
· Lead role in establishing financing arrangements and lending for delivery of the development pipeline 
· Lead role in ensuring satisfactory commercial banking relationships    
· Lead role in ensuring effective valuations for property on a three year cycle. 
	· Long term strategic plan objectives are outlined and achieved 
· Business plan objectives and targets are secured

	Lead role in oversight of corporate services management including ICT support and other technological aspects of the business 

	· Ensure effective implementation of new software programs 
· Ensure effective IT and other technological systems are in place to support operational delivery
· Ensure effective communication and telephony systems for the organisation 
· Ensure effective information management and data capture systems for the organisation 
· Provide lead role for organising leases for office accommodation and any appropriate sub leases 
· Assist in ensuring business continuity plan is in place
· Engage in active approaches to ensure cyber threat management. 
	· IT systems and telephone systems re available 100% of operational time (outages kept to a minimum) 

	Board Relationships 
	· Work closely with the Board, keeping them informed on all important aspects of the status and development of Coast2Bay Housing Group from a financial perspective 
· Facilitate the Board's governance arrangements in respect of financial monitoring.
· Implement Board policies and strategic directions.

	· Positive and improving ratings on annual Directors survey for financial reporting 


	Real Estate Agency (Purpose Real Estate) 
	· Act as Board Director for Purpose Real Estate (consent to act in voluntary capacity) 
· Assist the Executive Managers in the financial planning for Purpose Real Estate 
· Facilitating audit processes for Purpose Real Estate and EOFY annual financial statements signoff.
	· Ensuring successful operation of Trust Account and report any matters of concern to the Managing Director of Purpose Real Estate
· Audit signoff of annual financial statements.

	All Areas
	· Perform other duties as are within the scope of the CFO position
· Ensuring adherence to WHS obligations and Coast2Bay policies and procedures

	· Other duties performed as requested





	Employee’s Signature:
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	Manager’s Signature:
	
	 Date:
	

	
	
	
	

	Print Name:
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