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JOB DESCRIPTION
	Position:
	Financial Planning and Reporting Manager 
	Agreed between:

	Location:
	Tauranga Administration Office
	(signature of employee)                         (date)

	Manager:
	Chief Financial Officer (CFO)
	

	Managers name:
	Shirley Long
	(signature of manager)                          (date)
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OUR VISION: TO BE THE LEADER IN EARLY CHILDHOOD EDUCATION. TO STAND UP AND STAND OUT!
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SECTION 1 – MAIN PURPOSE

Reporting to the Chief Financial Officer, the Financial Planning and Reporting Manager leads the process of financial planning, budgeting, forecasting and reporting functions. 

This role embraces a mix of strategic and financial challenges and demands a dynamic and motivated individual with a strong financial planning and reporting background. The responsibilities include providing accurate, timely and insightful financial analysis to support strategic decision-making and operational performance. Financial Planning and Reporting Manager plays a key role in driving financial performance, discipline, process improvement and system implementations. 
Also, of importance is the necessary skill base to lead a high performing team, manage senior stakeholders and contribute to the strategic direction of the business addressing the on-going financial challenges.  
SECTION 2 – DIMENSIONS
	Direct Reports:
	Financial Planning Analyst, Management Accountant and 
Assistant Management Accountants 

	Key Relationships:
	Financial Controller
National Manager – Admin and Support

Tauranga office staff

Payroll Manager
Business Improvement Leads team
Regional Managers
External auditors

	
	


SECTION 3 – KEY TASKS & EXPECTED RESULTS

	Key Tasks
	Expected Results

	Provide excellent leadership to support and encourage performance 
	· Being accountable for Financial Planning and Reporting function and team’s performance 

· Lead by examples, motivate, coach and develop, individuals and teams, expecting performance at the highest level
· Foster a culture of continuing improvement and collaborations 

· Establish processes and provide tools to the team to ensure the tasks are delivered timely and accurately 
· Conduct regular meetings with department heads and Finance team to communicate the financial priorities, practices and directions 
· Create a ‘can do’ environment encouraging and supporting others to take accountability and provide clear direction

· Ensure the team and individuals have the skills and capability to achieve performance and development objectives through performance appraisals and informal feedback sections

· Establish a good learning and support system including processes are documented and shared and back-up/succession plans are in place. 

	Financial planning and annual Budget


	· Lead the annual budgeting and forecasting processes in collaboration with business units.
· Ensure the appropriate planning of the timeline and communications are effectively delivered across the organization

· Develop and maintain robust financial planning models to support organisational needs.

· Ensure budget submissions are aligned with strategic objectives and financial targets.

· Ensure the agreed outputs of the budget are reflected in the budgeting system and associated work paper are updated 

· Contribute to the organizational long-term financial planning when needed

	Reporting and financial analysis
	· Prepare accurate and timely month-end financial reports and ensure data integrity.

· Review and validate monthly financial results and ensure all adjustments are appropriately recorded.

· Conduct periodic financial review sessions with regions to provide/receive insights of business performance and future trend/forecast

· Ensure required reports (i.e, Summary, snapshot, BPR, Capex, LT, Board) are delivered timely and accurately and provide appropriate variance explanations and insight of financial performance to support decision making 
· Identify trends and key financial drivers to support strategic business decisions.

· Develop investment models and tools to evaluate the financial impact of business initiatives.

· Undertake data analysis and provide advice to senior managers on opportunities to optimise financial outcome 

	Stakeholder Management


	· Engage and collaborate with budget holders and senior leaders to ensure financial alignment.

· Provide financial support and training to non-financial managers.

· Prepare financial information to LT and board-level stakeholders.

· Support external audit processes and liaise with auditors as required.

	Data and system integrity and improvement
	· Review and test the integrity of financial information and resolve the issues with the relevant stakeholders.
· Contribute to Finance ERP system implementation when required, including process mapping and documentation, system requirements list and vendor evaluations. 

· Identify and promote systems enhancements, actively seeking possible improvements to the effectiveness of BestStart’s financial systems.
· Contribute to the implementation of a suite of timely and fit-for-purpose Power BI reports, providing visibility of financial performance to Regional, Area and Centre managers. 

· Contribute to the development and establishment of best-practice financial and administrative policies to support the overall company policies and objectives.

	Maintain high personal standards for yourself and as a representative of BestStart
	· Build and maintain strong relationships at all levels of the organisation, communicating positively and effectively always

· Maintain pride in your appearance and the manner in which you perform your role

· Adhere to all company policies

· Promote BestStart in a positive way

· Display enthusiasm, honesty, punctuality and professionalism at all times

· Use resources efficiently to minimise waste


SECTION 4 – PERSON SPECIFICATION
	Skills & Competencies
	Experience & Knowledge

	· Be a strategic and innovative thinker with the ability to analyse and evaluate operational effectiveness and determine change in direction where necessary
· Proven experience in financial planning, budgeting, and reporting in a complex organisation.

· Proven financial and commercial acumen

· Experience in building strong and positive relationships at all levels of the organisation and key stakeholders
· Strong interpersonal skills and confident communicator, able to negotiate positive outcomes in the situation of conflict
· Proven leadership and coaching competencies and be able to explain concepts and nurture understanding in others

· Be outcome and results driven, ability to lead, plan, manage change and work to deadlines under pressure
· Proven organisational and time management skills, strength in ability to delegate as appropriate
· Self-motivated, innovative, reflective and prepared to think beyond the boundaries
	· Degree qualified in Commerce and/or Finance with practical experience in a senior financial role 
· Have CA, CPA or equivalent professional qualifications  
· Previous experience in a senior financial management position 
· Have an in-depth understanding in business systems, commercial and contractual arrangements, finance and funding. 
· Proven experience in building successful teams and leadership of others
· Ability to promote change as needed to hold to the principles of continuous improvement



SECTION 5 – AUTHORITY

	Expenditure limits:
	Authority to approve payable expenditure up to $1,999 in specific circumstances

	Operating limits:
	Bank signatory i.e. via PC Banking; internet Banking and cheques

Approval to authorise fortnightly payroll to bank authorisation

No authority to appoint or terminate employees

	Operating decisions expected:
	Inform the CFO of any matter that may pose a risk of compliance breach
Inform the CFO of any significant error identified, notably as it pertains to cash-flow
Hold staff accountable for work in their areas of responsibility
Request resources and equipment necessary for meeting stated objectives


Date of Issue: February 2025
Position Description: Financial Controller
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