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POSITION DESCRIPTION

Position Title:
Payroll / Accounts Receivable Officer
Directorate:
Corporate Services 

Unit:
Finance 
Reports to:
Finance Manager
Tenure:
3 Year Performance Based Contract 
Date Issued:__January 2006________________________  
Review Date:_October  2011 _____________________________
1.
POSITION OBJECTIVES

1.1
Objectives of Position:
As a member of the Corporate Services team provide the following services while meeting the needs of the internal and external clients of the organisation:

· provide full accounts receivable services including invoice preparation, payment allocations, debt collection, sub-ledger reconciliations and maintenance. 
· ensure timely and accurate processing and payment of salaries to all Association employees, including maintenance and administration of payroll and personnel records;

1.2
Within Unit:

Be an active member of a small group of Accounts staff in ensuring that the objectives of the unit are delivered at exemplary standards of customer service, excellence and efficiency.

1.3
Within Organisation:

Assist in the provision of a service for the delivery of customer focused financial information and management services to all staff of the Association.
2.
REQUIREMENTS OF THE JOB

2.1
Skills

· Excellent keyboard and data input skills.

· Intermediate Excel spreadsheet skills

· Developed numeracy skills.

· Time management and organisational skills.

· Written and verbal communication skills.

· Sound negotiation (debt collection) skills
· Strong customer service skills, particularly relating to debt recovery.

· Strong data reconciliation skills.

2.2
Knowledge
· Good working knowledge of accounting principles.

· Good working knowledge of computerised accounting systems.

· A practical working knowledge of GST as it applies to income transactions.
· Proven knowledge and experience with data processing. 

· Sound working knowledge of payroll processes, preferably with MicroPay 

· Conversant with current superannuation and PAYG taxation procedures
2.3
Experience

· At least two years accounts experience.

2.4
Qualifications

· No formal qualifications required.

· Completion of Year 12 with English and Maths.

3.
KEY DUTIES/RESPONSIBILITIES

Accounts Receivable

· Maintain personnel records incorporating pay rates, leave entitlements, allowances and deductions relating to all employees.
· Ensure that accounts receivable invoices are promptly and accurately raised.
· Administer all debtors ledger requirements including credit notes, account 
reconciliations, batch analysis, debt collection and other functions as required.
· Ensure the correct GST code is applied to all transactions entered into the debtors ledger.
· Ensure debtors ledger reconciles to the general ledger.
· Prepare monthly aged and outstanding debtors summaries with collection and status comments on all material outstanding debts for monthly reports to management.
· Regularly review the aged debtors ledger with the Finance Officer and agree the collection action required.
· Provide debt collection detailed feedback to program managers on outstanding debts including groups or batches of like invoices raised.
· Maintain a daily debtors/sales receipts system, including recording and allocation of revenues received.
· Prepare, reconcile and lodge daily banking.
· Provide relief and assistance to the Accounts Payable Clerk when required.
· Provide assistance with the preparation of the monthly BAS supporting documents and particularly notes on the GST free or out of scope items processed.
· Support the Finance Officer other team members as required.
Payroll

· Maintain personnel records incorporating pay rates, leave entitlements, allowances and deductions relating to all employees.
· Maintain, update and provide all reports from the Association’s payroll software package.
· Calculate and process fortnightly payroll for EFT and process PAYG via EFT within correct time frame.
· Administer all superannuation records and reporting requirements.
· Prepare annual payment summaries.


4
ORGANISATIONAL RELATIONSHIPS:

4.1
Responsible to:



Finance Manager

4.2
Internal:
Finance Officers
Finance Manager
Executive Managers, Managers and staff

4.3
External


Local Government client base



Banks



Auditors



Other Relevant Service Providers
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