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                Position Description



Position title:    

Finance and Administrative Assistant 


Position objective:
 
This role coordinates the administrative activities and the day-to-day organisation that provides high level support to the Union Executive, Finance Manager and Union organisers.


Reports to:                      

State Secretary / Assistant State Secretary


Organisational Context of the Position 

The Health and Community Services Union (HACSU) is the Victorian No.2 Branch of the Health Services Union. HACSU is an industry based Union representing Mental Health Nurses, Health Professionals, Alcohol and other Drug Workers and Disability Support Workers, and other Direct  Care  and  Support Staff  in Victorian Mental health and Disability Services.


The Finance and Administrative Assistant will assist the Union Executive and Organisers with administrative    tasks to ensure the union grows its strength and power by advocating for and protecting the professional and industrial interests of its members.  The role will also provide assistance to the Finance Manager and assist in providing effective book-keeping and payroll services, to ensure compliance with the Fair Work Act and other Legislative requirements.

This position is 5 days per week and office based.


Typical Duties

1. Good working knowledge of MYOB

2. Preparation and Develop Budget Reports

3. Reconciling staff dockets and receipts to credit card statements

4. Completion of Pay Roll when required

5. Completion of the union’s balance sheet when required

6. Completion of bank reconciliations

7. Completion of BAS reports when required

8. Oversight of Petty Cash when required

9. Pay accounts when required

10. Assist Finance Manager to prepare accounts for auditors pertaining to end of year financials and audit process

11. Assist in the production and review of financial policies and procedures relating to areas of responsibility.

12. Assistance in Body Corporation representation when required

13. General admin duties providing support to the union executive and union organisers, which may include (but not limited to):
a. Arranging meetings and sending zoom links
b. Booking flights and accommodation
c. Sending meeting notices / letters to services / delegates
d. Ordering office supplies
e. Minute taking (including Branch Committee of Management minutes) and arranging for them to be signed
f. Booking in union fleet cars for services when required
g. Maintain the union’s filing on the electronic filing system

14. Archive management – destruction / conservation of tiles stored at Grace

15. Preparation and agendas for Committee meetings, including Branch Committee of Management (including the provision of time release letters) 

16. Assistance in organisation of conferences and AGM

17. Assistance in organisation of delegates training 

18. Long membership management

19. Liaising with external third parties, regarding printers and telephones when required

20. Assistance with merchandise, and liaising with Union Sponsors 

21. General office maintenance 



Performance Measures

1. Provide quality support for the Union Staff.

2. Provide Quality bookkeeping/accounting and payroll services for the Union.

3. Preparation of financial and budget reports meeting the auditors and accounting standards including updates, notification of changes in accounting standards, statutory requirements, in a timely and effective manner.

4. Update and maintain effective financial and record management systems using software systems.

5. Preparation of reports, agendas, minutes, and appropriate advice in a timely and effective manner.

6. Appropriate time management and task prioritisation, and completion of activities within agreed time frames with minimal supervision.

7. Strong IT Skills

8. Working knowledge of MYOB

9. Ability to navigate membership systems

10. Build and maintain strong relationships with internal and external individuals and groups.

11. Well-developed communication skills, written and verbal.


12. Strong Union Values 



Key Selection Criteria

1. Have strong Union values
2. Demonstrated ability to action the directions and requests from Executive, Finance Manager and Organisers. 
3. Demonstrated efficiency in completing activities within agreed timeframes 
4. Demonstrated  capability and flexibility in responding to the demands of the position.
5. Experience with an electronic financial information management systems, filing systems and procedures. Computer and software proficiency in MYOB Account Plus V18, Data Base applications, CBA Quickline – Bank Online Software, and Microsoft Office products
6. Proven experience in providing a accounting practices, advice and support, including information analysis and budgeting.
7. Record of trusted relationships regarding security and privacy of the organisations financial and payroll information.
8. Strong multi-tasking and organisational skills and to work independently, prioritise work and to ensure deadlines are achieved.
9. Demonstrated ability to work in a team and in close partnerships, as well as independently.
10. Demonstrated commitment to confidentiality, discretion and integrity.
11. Demonstrated ability to interact effectively with a wide range of people (including Union officials, staff, government, media, delegates and members).

Performance appraisal

The successful applicant will be appointed for a six months probationary period. Ongoing employment is subject to satisfactory performance in the position.

The successful applicant shall participate in a performance appraisal process overseen by the State Secretary after six months service, at the conclusion of 12 months service and thereafter each subsequent 12 months, on termination of service and/or on request.

Note: Statements in this position description are intended to reflect, in general, the duties and responsibilities of the position and are not to be interpreted as being all inclusive.

The successful applicant will have limited access to leave during June and July due to end of financial year responsibilities.  

HACSU is an equal opportunity employer and provides a smoke free workplace.
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