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Position Details 

Position Title Director of Admin and Finance 

 

Position Overview 

The Director of Administration and Finance provides strategic leadership and oversight of the Club’s financial 

management, governance, and administrative operations, ensuring strong financial integrity and efficient 

day-to-day functioning. 

The role provides governance oversight of the General Manager and, through the General Manager, all paid 

staff, including Membership and Community Administrators, Surf Sports staff, and Communications 

personnel. In addition, the position provides governance oversight across key operational areas including club 

merchandise, the asset register, and clubhouse/house operations. 

The Director plays a key role in supporting the implementation of the Club’s strategic and financial plans, 

ensuring long-term sustainability and alignment with Surf Life Saving WA (SLSWA) and Surf Life Saving 

Australia (SLSA) policies and standards. 

This role is best suited to an individual with strong financial acumen, a sound understanding of governance 

and compliance, and highly developed organisational and leadership skills. 

 

Operational Objectives 

Oversight Accountabilities 

 Provide strategic oversight of the Club’s financial management and integrity, including 
monitoring payment systems, financial records, and monthly financial reporting to the 
Board. 

 Provide guidance and oversight to the General Manager in ensuring effective leadership 
of club staff and volunteers, including bar and merchandise operations. 

 

 

Ensure the Club has appropriate resources, systems, and support in place to enable staff 
and volunteers to deliver on operational objectives and obligations. 

 Oversee and ensure compliance with all relevant financial, governance, corporate, and 
member protection requirements, in line with the Club’s constitution and SLSWA/SLSA 
policies and standards. 

 Provide governance oversight of the Club’s point of sale, IT, and security systems, 
ensuring they are fit for purpose, secure, and effectively managed. 

 Contribute to and support the implementation of the Club’s strategic and financial 
plans, ensuring long-term sustainability. 

 Provide oversight and input into revenue generation and commercial strategies to 
support the Club’s financial sustainability. 

 Contribute to the development, implementation, and review of the Club’s risk 
management framework, ensuring key risks are identified and appropriately managed. 

 Provide governance oversight of the financial performance of major club events and 
initiatives. 

 Provide oversight of the planning and coordination of Club social functions and events. 
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Direct Accountabilities 

Role 
accountabilities  

Provide oversight of the development of the Club’s annual budget, ensuring it is 
prepared by the General Manager and presented to the Board for approval. 

 Oversee the maintenance of the Club’s asset registers (including property and 
merchandise) and ensure appropriate processes are in place for the purchase and 
disposal of assets in line with Board direction. 

 Monitor the Club’s financial position and cashflow through regular reporting, ensuring 
any material risks or irregularities are identified and escalated appropriately. 

 Oversee and support the General Manager in ensuring timely and accurate financial 
reporting and documentation is provided for Board meetings, including relevant 
director reports. 

 Oversee that appropriate insurance coverage is in place and regularly reviewed to 
protect the Club’s fixed and mobile assets. 

 Provide oversight of revenue streams and financial performance across key operational 
areas, including bar, merchandise, and clubhouse activities (via the General Manager). 

 Ensure appropriate financial policies (including procurement, expenditure, and 
delegations of authority) are in place, documented, and adhered to. 

 

Position Description Approval 

 Name Signature Date 

President   ____/____/______ 

 


