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Position Description

Assistant Accountant
Classification 

GPAC Enterprise Agreement 2010-2013
Appendix A – Administration Classification – Grade 2
Current Occupant 
Position vacant
Date Approved

Revised November 2011
Position Objective

To oversee and deliver the payroll processing function, maintain personnel records and assist in human resources functions

To process and maintain accurate accounts receivable, accounts payable, GPAC event and venue hire acquittals and banking records; and provide support in month end processes
Organisational Responsibilities
To understand and adopt GPAC values in all areas of work with a high emphasis on customer service, teamwork, community relations and finding solutions.

Actively contributes to building and maintaining the administration team; inviting trust and cooperation from fellow team members

· Customer service

· Promote GPAC’s policy of excellence in customer service

· Occupational health and safety

· Take reasonable care for your own health and safety and for the health and safety of anyone else who may be affected by your acts or omissions at the workplace
· Work within Occupational Health and Safety Acts, regulations and codes of practice

Functional Responsibilities
Oversee and deliver accurate fortnightly payroll processing and associated functions including PAYG, superannuation, payroll tax and general ledger reconciliations

Assist the Finance Manager with human resources functions including the administration of staff recruitment and staff training

Bookkeeping support for the following processing functions, in conjunction with the Financial  Accountant:

· Accounts receivable

· Accounts payable

· GPAC event and venue hire aquittals

· Daily banking and bank reconciliations

Decision Making and Accountability

Accurate processing of payroll, leave entitlements and maintenance of personnel records 
Banking, accounts receivable and accounts payable processing completed in a timely manner

Creditors accounts reconciled and paid within terms of trade

Ensuring that month end procedures are completed within agreed timeframes

Innovation and Originality

Ability to research and recommend business improvements as they relate to payroll and accounts payable processes

Selection Criteria

Communication

Ability to work as an integral part of a small finance team
Demonstrates verbal and written skills in dealing with suppliers and staff
Ability to liaise with internal and external auditors in matters relating to payroll and accounts payable

Knowledge and Proficiency 

Bookkeeping experience 
Payroll processing experience  

Accounting software – ability to process financial information using Attache accounting software or similar, including customers, suppliers, bank reconciliations and payroll

Microsoft Excel – basic or intermediate level

Ability to develop detailed working knowledge of GPAC enterprise agreement to support payroll function, in particular, penalties paid to staff

Policy and Projects

Ability to follow existing policy and procedure
Contribute to the development of and assist with implementation of departmental guidelines, standards and policies

Contribute to and assist in the delivery of the GPAC business plan
Admin and Corporate Support

Responsible for providing administrative support to the Finance Manager in a range of matters including, but not limited to, staff recruitment, staff training and computer system back-up.
Operational Service Delivery

Ability to prioritise work and meet deadlines
Accuracy and efficiency in daily work practices

Qualifications and Experience

Three to five years experience in a similar role
Tertiary qualification in accounting or commerce desirable but not essential

Organisational Relationships
Reports to

Finance Manager
Directly Supervises
N/A
External Liaisons

Customers, Suppliers, Bankers, Insurers, Internal and External Auditors, Accounting software support consultants

Special Characteristics

Nil
Terms and Conditions

Permanent part-time – 18-22 hours per week
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