
 
 

POSITION DESCRIPTION: 

SECTION A:   Position Contexte 

Position Title Project Accountant 

Classification Professional Level 7 (circa $85-92k per annum) 

Location 85 Commercial Road Melbourne 

Effective Date February 2021 

 

Purpose: 

The Project Accountant is an important member of the Finance Team and will take responsibility for 
management of the financial systems for the Institute’s international programs for certain projects and 
working groups. 

 

Supervision Reporting Relationships: 

This positions’ supervisor/manager Project Finance Manager 

Other positions reporting to this position N/A 

SECTION B:  Key Responsibility Areas 
The key responsibility areas (KRAs) are the major outputs for which the position is responsible and are not a comprehensive statement of 
the position activities.  

 Key Responsibility Areas 

1.  In consultation with overseas offices, support and improve accounting systems. 

2.  Develop and implement effective financial reporting tools for Project Managers, to ensure financial 
information is conveyed in a clear and timely manner. 

3.  Support the Project Managers and overseas finance staff  to track and journal  project costs, exchange 
rate management and external donor reporting. 

4.  Consolidate accounting information from overseas offices with the Melbourne database. 

5.  Update, reconcile and analyse internal project budget versus actual reports on monthly basis and advise 
Project Managers if any potential issues or risks need to be addressed. 

6.  Assist with the preparation of projects for external financial audits and liaise with auditors. 

10. Support Project Managers and Working Group Heads in preparation of new budget proposals and liaise 
with Business Development and donors in relation to project budgets and financial reporting 
requirements. 

13. Occupational Health 
& Safety 

Refer to the “Burnet OHS responsibilities and roles” document for full details on 
specific OHS obligations and responsibilities of Employees. 

14. Training  Responsible for completing all required training in line with the position / role. 



 

Occupational Health and Safety 

The Burnet has a commitment to providing a safe and healthy workplace in accordance with the Occupational 
Health and Safety Act 2004. All staff are obliged to take all reasonable care to ensure that their actions do not 
place themselves or others at risk. 

SECTION C:  Key Selection Criteria 

 

Qualifications Essential/ 
Preferable 

1.  Degree qualified in commerce, accounting or other relevant discipline (or substantial 
industry experience) 

Desirable  

 

Experience / Knowledge / Attributes  

1.  Relevant experience in a similar project accounting role Essential 

2.  Demonstrated experience in working with international development programs Essential 

3.  Demonstrated experience in developing budgets Essential 

4.  Demonstrated experience in developing and/or improving accounting systems Essential 

5.  Strong analytical and problem-solving skills Essential 

6.  Ability to prioritise and meet strict deadlines Essential 

7.  Ability to build strong relationships with colleagues and partners Essential 

8.  Advanced Knowledge of Excel  Essential 

9.  Knowledge of SunSystems and/or Quickbooks Desirable 

10.  Membership of professional accounting body Desirable 

 

Other Requirements 

The Burnet Institute is a child safe organisation. The incumbent of this position may be required to undergo a 
Police Check or Working with Children Check as a condition of their employment. 

 

This position involves the following contact with children (any individual aged under 18 years): 

Indirect Contact with Children Indirect contact is when you are not physically close to a child but may still have an ability 
to communicate or impact a child or group of children in some way, including via 
marketing and communications, or access to personal information via research and 
program activities.  

 

SECTION D: Burnet Overview 

 

Burnet Institute is a leading Australian, unaligned, not-for-profit organisation focused on achieving 
better health for vulnerable communities in Australia and internationally by accelerating the 
translation of research, discovery and evidence into sustainable health solutions.  

  

Since 1986, Burnet has linked discovery-oriented, medical research with practical action to help 
solve devastating global health problems that affect the most vulnerable. This sets us apart from 
other organisations. Institute-wide interdisciplinary health programs - Maternal, Child and 
Adolescent Health; Disease Elimination; Behaviours and Health Risks, and Health Security - are at 
the heart of our daily decision-making. The Institute's highly diverse skill base of laboratory and 
field research, and technical expertise, is fostered across cross cutting disciplines of Life Sciences, 
Public Health and International Development. 

  



 

Whilst our headquarters is in Melbourne, Australia, we also have offices in Papua New Guinea and 
Myanmar, and are actively involved in research and public health programs throughout Australia, 
the Asia-Pacific region, and Africa. Burnet is the only unaligned organisation in Australia that has 
dual accreditation with both the Australian National Health and Medical Research Council 
(NHMRC) and the Department of Foreign Affairs and Trade (DFAT). 

 

Further Information: 

For further information, please contact: 

Gergana Nedelcheva, Project Finance Manager 

Sean Perera, Human Resources Officer (sean.perera@burnet.edu.au) 

 


