Finance & Operations Support Officer
0.8 FTE  |  Flexible Hours  |  Hybrid Working  |  Melbourne, VIC

About Public Services International (PSI)
Public Services International (PSI) is a global trade union federation representing more than 30 million workers in 154 countries, employed in public services including health, social services, local government, and utilities. PSI champions quality public services, workers’ rights, and social justice around the world.
The PSI Asia Pacific Regional Office (APRO), based in Melbourne, supports affiliated unions across the Asia and Pacific regions, coordinating campaigns, capacity building, and advocacy in collaboration with PSI’s head office in Geneva, Switzerland.
The Opportunity
PSI APRO is seeking a skilled and motivated Finance & Operations Support Officer to join our small team. This is a part-time, 0.8 FTE position with flexible hours and hybrid working arrangements, offering an excellent opportunity to contribute to the international trade union movement by supporting public service unions in the Asia and Pacific regions to prosper.
You will play a central role in supporting the financial and administrative operations of the regional office, processing multi-currency transactions, maintaining financial records, and working collaboratively with staff across the Asia Pacific region and with PSI’s head office in Geneva.
Key Responsibilities
Manage day-to-day financial operations including accounts payable and receivable, bank reconciliations, and multi-currency payment processing
Maintain accurate financial records using MYOB accounting software
Manage end-to-end payroll processing within required timeframes
Administer employee leave and entitlements
Monitor payroll legislation and award changes to ensure complianc
Process international payments across multiple currencies in accordance with PSI policies and procedures
Manage and monitor budgets across multiple donor-funded projects
Coordinate with PSI head office in Geneva on financial reporting, compliance, and operational matters
Assist with operational and administrative functions including procurement, travel coordination, and contract management
Contribute to the preparation of annual financial statements and support audit processes
Provide finance and administrative support at PSI events in the region 
Key Selection criteria
Essential
Demonstrated experience in an accounting or finance role
Proficiency in MYOB accounting software
Proficiency in processing multi-currency transactions and international payments
Strong attention to detail with high standards of accuracy in financial data management
Excellent organisational skills with the ability to manage competing priorities
Strong written and verbal communication skills, with the ability to work effectively with colleagues across different countries and cultures
Commitment to the values of the trade union movement and a genuine interest in supporting quality public services across the Asia and Pacific regions
Ability to work independently with minimal supervision and collaboratively in a small team environment
Desirable
Knowledge of Microsoft Dynamics 365 Business Central (Microsoft PRO) or equivalent ERP systems
Experience working in or with international organisations, trade unions, or the not-for-profit sector
Familiarity with financial reporting requirements in a multi-country context
Understanding of public sector labour issues or international development in the Asia Pacific region
Relevant tertiary qualifications in accounting, finance, or business administration
What We Offer
	Employment Type
	0.8 FTE (4 days per week), permanent

	Working Arrangements
	Flexible hours; hybrid working (Melbourne-based)

	Salary
	$74,000 - $80,000 (pro rata will be $59,200 - $64,000)

	Superannuation
	15% employer superannuation contributions

	13th Month Salary
	Annual 13th month salary payment

	Leave Entitlements
	25 days annual leave 

	Location
	Carlton, Melbourne, VIC (with remote working flexibility)

	Travel
	Some travel in the region may be required. 



Why Join PSI?
At PSI, you will be part of a global movement dedicated to defending public services, promoting workers’ rights, and advancing social justice. 
This role offers the chance to apply your finance and admin expertise to meaningful work in a flexible environment. 
How to Apply
Applications should include a current resume and a cover letter addressing the key selection criteria outlined above. Applicants must have the right to work in Australia. 
Applicants will be considered on a rolling basis so please apply ASAP.  
Contact kate.lappin@world-psi.org . 

PSI is committed to equal opportunity employment and encourages applications from people of all backgrounds, including First Nations peoples, people with disability, LGBTIQ+ individuals, and people from culturally and linguistically diverse communities.

