
 

 
 

 
BOOKKEEPER - APPLICATIONS INVITED 

 
Newstead 2021 Inc. is seeking to engage an experienced bookkeeper to provide bookkeeping and 

financial management services for the organisation. 

 

BACKGROUND 
Newstead is a diverse, creative and cohesive community with a steadily growing population and 

an abundance of natural, cultural and built resources. We value our rich history and village 

atmosphere and have a high level of community participation and volunteerism. The locals are 

also keen to have a say in the future of their town and surrounding communities.  Newstead 2021 

was established in 2008 to support the development of a vibrant, informed and sustainable 

community in our town and surrounds. The group comprises interested members of the local 

community who are actively and collaboratively working towards this goal. 

 

Newstead 2021 - PURPOSE  

• To support the discussion and implementation of ideas and projects that benefit the 

Newstead community 

• To seek and communicate relevant information about issues concerning our community 

• To support actions that improve the social, cultural, economic and environmental well-

being of the Newstead community 

• To promote two way dialogue with Local Government 

• To actively seek resources that can contribute to our goal 

 

OPERATING PRINCIPLES AND VALUES 

• Acknowledge and value the contribution that all members of our community can make 

• Respect and value diversity of ideas and opinions 

• Encourage sharing of information and knowledge 

• Celebrate the diversity of our community now and into the future 

• Actively encourage people of all ages and backgrounds to participate in community life 

 

At present Newstead 2021 Inc. is responsible for the support and coordination of a number of 

projects and initiatives. These include: 

• Renewable Newstead 

• Newstead Arts Hub 

• Newstead Community Garden 

• Newstead Walks and Wheels 

• Newstead Street Tree Renewal 

Supporting a vibrant, informed & sustainable community 



• Talking Fire 

The services we are seeking 

 
The range and complexity of projects managed by Newstead 2021 have expanded since the 

organisation was established in 2008. Over recent years we have been successful in attracting 

significant levels of funding for various projects, notably the Renewable Newstead project, which is 

currently managing a $1M grant from the Victorian government to construct a solar farm to supply 

renewable energy to the Newstead community.  

 

The organisation has recently registered for GST and is exploring gaining charity and potentially 

DGR status. These developments have led us to the point where we are keen to engage a suitably 

qualified and experienced bookkeeper to assist with the financial management of the organisation. 

The specific tasks that we require the bookkeeper to undertake are: 

• Record financial transactions such as income and outgoings and post them to various accounts 

• Process payments 

• Conduct banking activities 

• Prepare financial reports 

• Reconcile reports to third-part records such as bank statements 

• Prepare and lodge BAS reports 

• Transfer existing records to a cloud-based accounting system 

• Support the development of processes and procedures (e.g. GST, BAS requirements) that 
ensure appropriate financial governance by Newstead 2021 

• Liaise with volunteers and subcommittees to ensure accurate financial management and 
accountability 

Key Selection Criteria 

The person we are looking for will: 

• Have demonstrated bookkeeping and financial management skills 

• Have knowledge and experience with the use of relevant cloud-based accounting packages (e.g. 
Xero, Reckon or similar) 

• Have demonstrated experience in office administrative practices and procedures 

• Have experience working successfully with community and/or not-for-profit organisations 

• Have demonstrated attention to detail and high level of confidentiality, tact, discretion and 
initiative 

• Have excellent organisational and interpersonal skills  

• Have an understanding of the Newstead community and the role and achievements of 
Newstead 2021 

• Be able to work collaboratively with the Newstead 2021 committee and relevant 
subcommittees to support a high standard of financial management and governance 

 
We estimate the role to involve up to 8 hours/month initially at an hourly rate of between $40 and 

$50/hour commensurate with experience. It is envisaged that the successful applicant will be an 



independent contractor and hold an ABN. 

 

Submitting an Application 
 

We would welcome an application (5 pages max.) that addresses the following: 

 
• Why you are interested in providing bookkeeping and financial management services 

• Your understanding of the Newstead community and Newstead 2021 

• Your skills and experience in relation to description of tasks  required 

• Your response to the key selection criteria 

• A resume including the names and contact details of two referees 
 

 

Please submit your application by email to: 

Genevieve Barlow (Chair of Newstead 2021) email: genwords@bigpond.net.au  

Applications close CoB Monday 13th April 2020. 

 

For further information please contact Geoff Park (0418 138 632) or Genevieve Barlow (0427 

762633). 
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