
[bookmark: Title]ROLE DESCRIPTION 
Strategic Reporting [image: NSW Government Logo]Analyst	


	Portfolio
	Communities and Justice 

	Department
	Department of Communities and Justice

	Division/Branch/Unit
	Strategy Policy and Commissioning / Women, Family & Community Safety/ Strategic Reporting

	Location
	Parramatta

	Classification/Grade/Band
	Clerk Grade 7/8

	Role Number
	51016267

	OSCA Code
	223231

	PCAT Code
	1128292

	Date of Approval
	24 June 2026
	Ref: WFCS 065

	Agency Website
	www.dcj.nsw.gov.au


Please see job notes and/or advertisement for more information on specific role qualification requirements and relevant experience. 
Agency overview
[bookmark: _Hlk167958097]The Department of Communities and Justice (DCJ) is the lead agency in the Communities and Justice Portfolio.  Communities and Justice aims to achieve a safe, just, and inclusive New South Wales (NSW) by operating an effective legal system; increasing access to social and affordable housing; protecting children and families; addressing domestic and family violence; promoting public safety; reducing reoffending; and supporting community harmony and social cohesion.
DCJ works to enable everyone's right to access justice and help for families through early intervention and inclusion, with benefits for the whole community by providing services that are effective and responsive to community needs. 

Primary purpose of the role
[bookmark: Purpose]Provide strategic analysis, financial management, and reporting support to enable effective financial decision-making across programs and projects. The role maintains the integrity of financial data from transactional processing through to budget tracking, forecasting and reporting, and provides practical, business-focused financial advice to stakeholders in order to achieve DCJ strategic objectives.

Key accountabilities
· Undertake and oversee end-to-end financial activities, including purchase order creation, invoice processing and reviewing contract reports, to support reliable budget tracking and reporting.
· Analyse financial data, systems and processes to identify and resolve issues affecting data integrity, reporting accuracy and financial outcomes.
· Monitor, review and analyse financial information to generate accurate, timely reports and insights for management, executives and external stakeholders.
· Support accurate and timely capture of budgets, forecasts, commitments and project data in financial systems.
· Contribute to continuous improvement of business processes, reporting tools and controls.
· Provide training and guidance to stakeholders on financial processes, systems and reporting tools.

Key challenges
· [bookmark: Challenges]Dealing with sensitive, complex matters appropriately and confidentially. 
· Maintaining a current knowledge of DCJ structure, government policies, procedures, projects, programs, initiatives and government protocols.
· Balancing competing priorities whilst managing multiple stakeholders and ensuring high attention to detail and data accuracy and integrity.
· Managing high volume workloads and providing guidance and support to staff within a transitional workplace.
· Supporting stakeholders with varying levels of financial capability while maintaining compliance and data integrity.

Key relationships
	Who
	Why

	[bookmark: InternalRelationships]Internal
	

	Manager Strategic Reporting
	· Discuss work priorities and delivery timeframes.
· Receive guidance and provide regular updates on key financial issues and priorities. 
· Maintain and review existing budget tracking and financial reporting to ensure accuracy and relevance.
· Provide input and recommendations on improvements to financial reporting, budget tracking processes and controls.

	Branch Managers/ Directors
	· Provide timely and accurate budget tracking, financial reports and forecasts.
· Provide ad hoc financial advice and insights to support decision‑making, manage financial risks and support the effective delivery of programs and projects.

	Directorate Members
	· Collaborate on financial issues and problem resolution. Share information and best practice.

	[bookmark: Start][bookmark: ExternalRelationships]External
	

	Contractors and other external providers
	· Provide information as requested in consultation with the manager

	Corporate Finance SPC DCJ
	· Provide information as requested in consultation with the manager.


Role dimensions
Decision making
The role:
· Determines work priorities in consultation with the manager and escalates issues as required. 
· Submits reports, analyses, briefings and other written advice to the manager for approval.
· Ensures that reporting and recommendations are based on sound evidence, but at times may be required to use their judgment in the absence of complete information.
· Makes decisions that relate to how the work is performed however most work practice is covered by existing organisational knowledge and established practices. 

Reporting line
Manager Strategic Reporting

[bookmark: ReportingLine]Direct reports
Nil.

Budget/Expenditure
[bookmark: Budget]Nil.
[bookmark: EssentialReqs]
Key knowledge and experience
· Demonstrated experience in accounting, risk compliance, financial analysis, budgeting, forecasting and reporting in a complex organisational environment.
· Experience working across end-to-end financial processes, including bookkeeping, management accounting, budget management and financial reporting.
· Experience using enterprise financial management and reporting systems (such as SAP or equivalent).

Essential requirements
· Tertiary qualifications in Accounting, Business, Commerce or related discipline, or demonstrated equivalent experience. 
· Ability to provide practical, business-focused financial advice and insights to stakeholders.

Appointments are subject to reference checks. Some roles may also require the following checks/ clearances:
· National Criminal History Record Check in accordance with Disability Inclusion Act 2014 No 41 (NSW)
· Working with Children Check clearance in accordance with the Child Protection (Working with Children) Act 2012 No 51 (NSW).

Capabilities for the role
The NSW public sector capability framework describes the capabilities (knowledge, skills and abilities) needed to perform a role. There are four main groups of capabilities: personal attributes, relationships, results and business enablers, with a fifth people management group of capabilities for roles with managerial responsibilities. These groups, combined with capabilities drawn from occupation-specific capability sets where relevant, work together to provide an understanding of the capabilities needed for the role.
The capabilities are separated into focus capabilities and complementary capabilities. 

Focus capabilities
Focus capabilities are the capabilities considered the most important for effective performance of the role. These capabilities will be assessed at recruitment. 
The focus capabilities for this role are shown below with a brief explanation of what each capability covers and the indicators describing the types of behaviours expected at each level.
	FOCUS CAPABILITIES

	Capability group/sets
	Capability name
	
	Behavioural indicators
	Level

	[image: personal-attributes]
	Act with Integrity
Be ethical and professional, and uphold and promote the public sector values
	· Represent your organisation in an honest, ethical and professional way and encourage others to do so
· Act professionally and support a culture of integrity
· Identify and explain ethical issues and set an example for others to follow
· Promote a workplace culture that values high ethical standards and behaviour
· Act to prevent and report misconduct and inappropriate behaviour
· Put strategies in place to manage and monitor conflicts of interest
· Ensure that others are aware of and understand the legislation and policy framework within which they operate
· 

	Adept

	[image: personal-attributes]
	Manage Self
Be persistent, self-reflect and commit to learning.
	· Keep up to date with contemporary knowledge and practices
· Seek and take advantage of opportunities to learn and apply new skills
· Commit to achieving challenging goals
· Seek and respond positively to constructive feedback and advice
· Examine and reflect on your performance
· 
	Adept

	[image: relationships]
	Communicate Effectively
Communicate clearly, actively listen to others, and respond with understanding and respect
	· Tailor communication to suit the needs, backgrounds and perspectives of diverse audiences and address barriers to participation
· Clearly explain complex ideas and arguments to individuals and groups
· Create opportunities for others to contribute
· Share information with other teams and business units to enable informed decision-making
· Write clearly and concisely in a range of styles and formats
· Use contemporary communication channels to share information, engage and interact with diverse audiences
· Pay attention and encourage others to express their views

	Adept

	[image: relationships]
	Commit to Customer Service
Provide customer-focused services in line with public sector and organisational objectives.
	· Take responsibility for delivering high-quality customer-focused services
· Design processes and policies based on the customers’ experience and engage people with lived experience to inform service improvements
· Create opportunities to learn about and measure what is important to customers by engaging with a wide range of customer experience
· Use customer data, feedback and insights to improve service delivery
· Find opportunities to collaborate with internal and external stakeholders to improve outcomes for customers
· Maintain relationships with key customers in your area of expertise
· Connect and collaborate with relevant customers from the community
· 

	Adept

	[image: results]
	Think and Solve Problems
Think, analyse and consider the broader context to develop practical solutions
	· Make recommendations based on evidence by researching and critically analysing information and identifying interrelationships
· Anticipate, identify and deal with issues and potential problems that may impact organisational goals and the customer experience
· Think creatively to come up with new ideas to resolve issues and improve customer experience
· Seek input and ideas from people with different backgrounds and experiences
· Participate in and contribute to team or business unit initiatives to resolve common issues or barriers to effectiveness
· Identify and share business process improvements to enhance effectiveness
· Analyse data and information to identify insights and communicate findings in a clear and meaningful way

	Adept

	[image: business-enablers]
	Technology
Understand and use available technologies to maximise efficiencies and effectiveness
	· Identify opportunities to collaborate using a range of technologies
· Monitor compliance with policies for cyber security and acceptable technology use
· Identify and evaluate how technology supports business strategies and objectives, raising concerns where outputs may be inappropriate
· Monitor compliance with your organisation’s records, information and knowledge management requirements
· Check that outputs from systems and digital tools support objectives and meet expected standards
· 
	Adept




This role also utilises the Finance Professionals Capability Set. The capability set is available at www.psc.nsw.gov.au/workforce-management/capability-framework/occupation-specific-capability-sets/finance-capability-set


	Focus Occupation Specific Capabilities 

	
[image: Finance logo]
	Capability name
Capability description

	Capability Set
	Level

	
	Finance Operations & Systems
	Leverage proficiency in finance systems and processes to act as a source of training for other users
Identify ways to enhance performance of financial systems through an understanding of compatibilities and relationships between different financial systems
Operate financial information systems effectively and evaluate specific output requirements
Analyse and review journal and ledger processes and transaction entries ensuring efficiency and accuracy

	Level 2



Complementary capabilities
Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific capability sets. They are important to identifying performance required for the role and development opportunities. 
Note: capabilities listed as ‘not essential’ for this role is not relevant for recruitment purposes however may be relevant for future career development.
	COMPLEMENTARY CAPABILITIES

	Capability Group/Sets
	Capability Name
	Description
	Level 

	[image: personal-attributes]
	
	
	

	
	Display Resilience and Courage
	Be open and honest, prepared to express your views, and willing to accept and commit to change
	Intermediate
	
	Value Diversity and Inclusion
	Demonstrate inclusive behaviour and show respect for diverse backgrounds, experiences and perspectives
	Intermediate
	[image: relationships]
	
	
	

	
	Work Collaboratively
	Collaborate with others and value their contribution
	Intermediate
	
	Influence and Negotiate
	Gain consensus and commitment from others, and resolve issues and conflicts
	Intermediate
	[image: results]
	
	
	

	
	Deliver Results
	Achieve results through the efficient use of resources and a commitment to quality outcomes
	Intermediate
	
	Plan and Prioritise
	Plan to achieve priority outcomes and respond flexibly to changing circumstances
	Intermediate
	
	Demonstrate Accountability
	Be proactive and responsible for own actions, and adhere to legislation, policy and guidelines
	Intermediate
	[image: business-enablers]
	
	
	

	
	Finance
	Understand and apply financial processes to achieve value for money and minimise financial risk
	Intermediate
	
	Procurement and Contract Management
	Understand and apply procurement processes to ensure effective purchasing and contract performance
	Intermediate
	
	Project Management
	Understand and apply effective project planning, coordination and control methods
	Intermediate





	Complementary Occupation Specific Capabilities


	[image: Finance logo]
	Capability name
	Description

	Level

	
	Finance Business Partnering
	Partner with key stakeholders, and provide expert professional advice, coaching and consulting expertise
to ensure the effective alignment of financial management strategies and organisational objectives
	Level 2









image3.png
Results




image4.png
()

N\

Business
enablers




image5.png
Finance




image1.png
Personal
attributes




image2.png
Relationships




image6.png
NSW

GOVERNMENT





