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Position title: Corporate Services Officer - Finance  
Unit: Corporate  
Employment type: Full time, fixed-term contract 
Industrial instrument: QSNTS Enterprise Agreement 2017 - 2019 
Salary: QSNTS 4 
Reports to: Senior Finance Officer (supervisor), Chief Financial Officer (team manager) 
Location: Brisbane  

 
Queensland South Native Title Services (QSNTS) is the native title service provider for the southern half of 
Queensland.  QSNTS is a company limited by guarantee, funded under s.203FE of the Native Title Act 1993 
(Cth) to carry out the functions of a representative body.  For further information, please visit 
http://www.qsnts.com.au or contact Cath Gracey, Human Resources Manager, on (07) 3224 1200. 
 
 
1.   Purpose  
 
Provide effective administrative support to the finance team ensuring end to end finance processes are supported 
accurately and on time. 
 
2.   Key Responsibilities 
 
1.  Perform payroll processes and administration to ensure accurate payroll and leave data is maintained: 

a) Enter and maintain employee details into MYOB 
b) Maintain pay records and ensure pay slips are provided to employees 
c) Answer payroll and timesheet-related enquiries 
d) Maintain a record of TOIL balances and ensure they are managed in accordance with QSNTS policy 
e) Ensure leave forms are completed when required 
f) Assist the Senior Finance Officer in the payment of wages, salary sacrifice and PAYG withholding tax 

including back-filling the SFO on the end-to-end payroll process when they are absent.  
 

2.   Perform accounts payable and accounts receivable processes and administrative duties: 
a) Take receipt of and process incoming invoices to ensure on-time payment 
b) Enter purchase orders into MYOB and match to relevant invoices when received 
c) Prepare purchase journals, and enter these into MYOB to produce Expenditure Requisition Forms 
d) Process pay-runs through MYOB, save required reports for recordkeeping purposes and upload 

payments to QSNTS’ online banking 
e) Issue remittance advices 
f) With the Senior Finance Officer, prepare and maintain book-keeping records of financial transactions 

and ensure all invoices are correctly approved for payment 
g) Prepare and follow-up outgoing invoices, such as to resolve non-payment as required by the CFO 
h) Reconcile monthly credit card statements and resolve with staff any missing records 
i) Maintain QSNTS Debtor’s List, detailing debts of clients and staff 

http://www.qsnts.com.au/
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j) Maintain records of consultant Anthropologist contracts. 
 
3. Provide administrative support to the Chief Financial Officer as required: 

a) Assist the CFO in preparing, reviewing and monitoring the implementation of financial policies and 
procedures 

b) Draft correspondence on behalf of the CFO as required. 
 
4. Provide financial administration support to PBCs as required. 
 
5. As a member of the Corporate team provide the following assistance across the unit when required: 

a) Perform coordination activities for events and meetings 
b) Assist with the coordination of QSNTS portable assets 
c) Assist with the coordination of fleet vehicles 
d) Manage consumables to ensure adequate levels of resources are procured and they are procured in a 

cost effective manner 
e) Undertake Reception duties. 

 
3.   Behavioural and Technical Competencies 
 
Essential 
1. Demonstrated Collaborative, Accountable, Courageous, Flexible and Resilient ways of working as per the 

Foundation proficiency level of the QSNTS Behavioural capability framework (attached). 
2. Ability to perform financial activities per the Foundation proficiency level of the QSNTS Finance technical 

capability framework (attached). 
3. Ability to consider the context for native title claim groups per the Foundation proficiency level of the 

QSNTS Community Relations technical capability framework (attached). 
4. Ability to facilitate communication and provide information for claim groups per the Foundation 

proficiency level of the QSNTS Community Relations technical capability framework (attached). 
5. Ability to support a team, communicate and engage in dialogue per the Foundation proficiency level of the 

QSNTS Administration capability framework (attached). 
6. Ability to manage records per the Core proficiency level of the QSNTS Records Management capability 

framework (attached). 
7. Knowledge of current Indigenous issues in contemporary society and a commitment to the principles of 

advocacy and self-determination for Aboriginal and Torres Strait Islander People 
8. A current open driver’s licence. 
 
Desirable 
1. A relevant tertiary qualification (e.g. Certificate III in Financial Services; Diploma of Accounting).  
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4.   Conditions of Employment 
 
Co-opting arrangements 
QSNTS needs to employ organisational arrangements which allow us to cater for the changing needs of our 
clients. The Implementation and Management Unit focuses on work associated with design, implementation and 
management of Prescribed Bodies Corporate.  The unit will need to draw on the expertise of roles across the 
organisation. As such, each position within QSNTS includes the responsibility to perform duties within the 
Implementation and Management Unit when required. Duties will be at level and will be in alignment with the 
knowledge and skills necessary for their primary role.  
 
Additional requirements 
It is a condition of employment with QSNTS that you:  

• Work in a safe manner and not put yourself or others at risk of injury or illness; 
• Are committed to privacy and confidentiality; and 
• Follow instruction, and act in accordance with QSNTS policy and procedures. 
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5.   Technical Competencies 
 

Ability to perform financial activities: Foundation proficiency level 

Financial accounting 
Prepares financial statements 
regarding the organisation’s 
financial position and 
performance. 

 Understands where to locate and how to extract data for reporting 
requests. 

 Understands key financial statements. 
 Maintains records and undertakes timely reconciliation of financial 

data. 
Governance and compliance  
Ensures conformation with stated 
legal and regulatory 
requirements, and identifies and 
responds to risks that might 
adversely affect realisation of the 
organisation’s goals. 

 Follows processes as directed, to meet auditor’s requirements. 
 Demonstrates a basic understanding of QSNTS’ funding context/ 

guidelines provided by the funding body. 
 Demonstrates an understanding of QSNTS’s delegations of authority. 
 Understands when GST should be charged on an account. 
 Understands basic risk management techniques. 

Management accounting 
Organises, presents and 
analyses financial and non-
financial information to inform 
decision making about the 
planning and delivery of business 
outputs. 

 Demonstrates an understanding of planning, budgeting and 
forecasting techniques. 

 Demonstrates an understanding of the financial and non-financial 
information that is useful to managers within QSNTS. 

 Demonstrates an understanding of the policy/ practices for charging 
for resources to case budgets. 

 Demonstrates an understanding of the principles of wage accruals. 
 Demonstrates a broad understanding of the rules and techniques 

associated with contracting and contract management. 
 

Ability to support a team, communicate and engage in dialogue: Foundation proficiency level 

Understands and meets 
requirements 
Coordinates resources to enable 
others to deliver results. 

 Understand the support requirements of the team. 
 Coordinates resources as described and ensures they are fit-for-

purpose and available when needed. 

Planning meetings 
Coordinates and/or schedules 
meetings and events. 

 Clarifies meeting or event details with relevant stakeholder/s. 
 Schedules meetings and/or events with identified attendees. 
 Coordinates logistics of venue, catering and other external 

stakeholders for meeting or event. 

Teamwork 
Works cooperatively with others 
to deliver results. 

 Identifies own strengths and contributions to team performance; 
encourages others to do the same; suggests ideas on ways in which 
the team can work together.  

 Receives a sense of satisfaction from the team’s success; is willing to 
share credit with others in the team by acknowledging others’ 
contributions.  

Structuring work 
Structures own work based on 
the definition of priorities, and 

 Keeps track of own tasks and prioritises them in a manner that reflects 
work objectives. 

 Monitors and promptly lets supervisor know if tasks are finished early, 
or if there is a gap in own workload or over-commitment. 



  Position Description: 
Corporate Services Officer - Finance  

Position Description: Corporate Services Officer - Finance  last edited: 30/07/2019 
D19/23952  Page 5 of 7 

systematically executes multiple 
tasks. 

 Raises risks of not meeting deadlines and potential solutions with 
supervisors or stakeholders as soon as they become apparent. 

Communicating 
Expresses oneself and reports 
information in a fluent and 
accurate manner, both verbally 
and in writing. 

 Provides sufficient detail in communications to minimise 
misunderstandings. 

 Uses correct grammar, spelling and punctuation. 
 Makes sure all information is clear and correct. 
 Reviews communication (including emails) before finalising to check 

the tone is appropriate and content is correct. 

Engaging in dialogue 
Explores, listens to and 
understands others and 
empathises with their situation. 

 Asks questions to develop own understanding of issues and context; 
avoids making assumptions or relying on hearsay and subjective 
feelings. 

 Builds trust with others through consistent actions, values and 
communication. 

 Relates to and sees issues from the perspective of other people. 
 

Ability to consider the context for native title claim groups: Foundation proficiency level 

Cultural knowledge and understanding 
Works effectively within the cultural 
context of the group through appropriate 
communication and understanding. 

 Understand cultural protocols. 
 Builds rapport with clients. 
 Understand Indigenous ways of working. 
 Uses appropriate language when speaking to claims groups. 

Strategic alignment 
Understands the vision and goals of the 
organisation, and makes decisions with 
these in mind. 

 Understands the role of the organisation. 
 Understands how own role contributes to the goals of the 

organisation. 
 Displays effort and commitment to achieve results in an 

efficient and effective manner. 
Native title claims 
Acts as intermediary between claim 
groups and legal/ research professionals 
to aid progress of native title claims. 

 Understand basics of the Native Title Act. 
 Has a basic understanding of legal processes and 

requirements related to native title claims. 

 
Ability to facilitate communication and provide information for claim groups: Foundation 
proficiency level 

Conflict resolution 
Uses interpersonal skills to 
resolve a disagreement 
between parties. 

 Recognises the existence of basic conflict among group members. 
 Brings conflict to the attention of the appropriate individuals. 
 Remains calm when faced with an escalating conflict. 
 Listens to concerns, opinions and objections of others. 

Planning and 
coordination 
Anticipates claim process, 
field trips and meeting 
requirements and plans 
accordingly. 

 Understands the logistical requirements of meetings. 
 Develops criteria for comparing quotes and selecting preferred supplier. 
 Coordinates meeting attendees to ensure all relevant people can attend. 
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Records management: Core proficiency level 

HPRM skills  Can store and retrieve documents within HPRM according to guidelines. 

MS Office skills 
 Formats documents to customise Word documents as required. 
 Uses Outlook to send and receive emails and book meetings. 
 Creates new spread sheets in Excel. 

Understand document 
and record retention 
requirements, policies 
and procedures 

 Monitors records and saved documents to ensure records retention meets 
policies and procedures. 

 
6.   Behavioural Competencies 

Collaborative, Accountable, Courageous, Flexible and Resilient: Foundation proficiency level 

Collaborative 

 Approaches interactions with a constructive attitude, honesty and transparency. 
 Maintains supportive and constructive relationships by responding to internal 

and external client’s needs, completing tasks and addressing requirements on 
time. 

 Demonstrates basic interpersonal awareness; is aware of own impact and puts 
oneself 'in others' shoes' to consider different perspectives. 

 Works as a supportive and co-operative team member, shares information and 
acknowledges others' efforts. 

 Steps in to help others when workload is high for them. 
 Respects different viewpoints by listening to others.  
 Is willing to negotiate and compromise. 

Accountable 

 Takes responsibility for own actions. 
 Prioritises work in order of importance; focuses on tasks that are the most 

important.  
 Manages daily tasks and workload, using available resources (e.g. lists, 

Outlook, diary). 
 Gets started on tasks within area of responsibility or when provided with 

requests from others. 
 Monitors progress of required tasks, keeps others informed of progress and 

raises awareness if tasks are finished early or if there is a risk of tasks not being 
completed on time. 

 Persists with assigned tasks until they are completed to expectations and 
follows through on commitments. 

 Identifies options for ways to complete work despite challenges, takes these 
options to supervisor for confirmation of preferred option. 

 Takes responsibility for the quality of own work with awareness of the standards 
to which the work needs to adhere. 

 Takes responsibility for the appropriate treatment and safeguarding of work 
assets and property. 

 Follows safe work practices and takes reasonable care of own and others health 
and safety. 
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Courageous 

 Supports, is open to and receptive of, new ideas and approaches to work 
proposed by others. 

 Puts forward own opinion and raises challenging issues. 
 Learns from previous attempts or experiences. 
 Participates in, and contributes to, ideas and brainstorming sessions; builds on 

others’ perspectives. 
 Weighs new ideas against true non-negotiables, rather than ‘the way it’s always 

been’. 
 Tests ideas with colleagues and supervisors, confident to suggest ideas that 

might seem radical.  
 Maintains energy and focus on successfully delivering new approaches. 

Flexible 

 Shows openness and acceptance of change. 
 Remains calm and positive when faced with changes, last minute requests or 

unforeseen requirements. 
 Willingly attempts new tasks when required with the support of a supervisor or 

manager. 
 Refocuses attention to respond to changes and shifting priorities when required. 
 Seeks to understand ambiguous and uncertain situations; gathers information to 

get clarity. 
 Maintains momentum through challenges and setbacks; stays focused even 

when changes don't go to plan. 
 Has basic understanding of QSNTS's future vision and makes an effort to 

understand how current changes will contribute to this. 

Resilient 

 When faced with a setback, is prepared to try again. 
 Maintains energy and willingly invests extra effort when required. 
 Bounces back after setbacks. 
 Stays calm in challenging situations. 
 Considers what could be done differently next time, if the first approach didn’t 

achieve the outcome. 
 Acknowledges that ideas may not come to fruition and is not discouraged by 

this. 
 Persists with assigned tasks until they are complete (checking in with others 

along the way to ensure the work is on track). 
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