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JOB DESCRIPTION.

Position Title:
Accounts Assistant
Responsible to:
The CEO

Directly Supervised:
The Administration and Finance Manager

Position:


Full time
Award:


Terms and Conditions based on a contract.

Based at:
Head Office.

This position is responsible for the overall processing and coordination of payroll and invoicing relating to the community care programs at Co.As.It.

General

· Process payroll and invoicing for the community care programs.
· Act as a relief for the Payroll Officer as required by the Administration and Finance Manager
· Other duties in line with the Administration and Accounting activities of Co.As.It. and as directed by the Administration and Finance Manager
· Participate in staff training and education activities
· Report to the Administration and Finance Manager, as required
· To demonstrate an understanding and commitment to EEO, OHS, privacy and confidentiality and to the principles for a culturally diverse society

· Respect the principles of team work and adhere to the values, policies and procedures of the organisation.
Payroll

In processing the payroll for community care staff, the Accounts Assistant will:

· Ensure all timesheets have been received from staff

· Advise the Community Care Team Leader where timesheets have not been received

· Calculate hours worked, distances travelled, allowances and reimbursements
· Process leave requests (ensure approval has been sought)

· Check timesheet data against prepared rosters

· Data enter into Attaché
· Prepare appropriate reports

· Respond to any staff enquiries regarding payroll
· Prepare and send payslips to staff
Accounts Receivable

The Accounts Assistant is responsible for the accounts receivable process for the community care programs and will:
· Produce and mail invoices for the CACP, EACH and Home Help programs on a four-weekly cycle

· Organise and manage the collection of payments from community care clients via the Payments Officers

· Receive and process credit card payments related to the community care programs

· Issue receipts for payments

· Allocate payments in Attaché

· Banking on Friday

· Prepare reports for the administration and Finance Manager on a monthly basis

· Investigate unallocated deposits

· Follow up on debtors outstanding to ensure collections
· Promptly respond to enquiries from clients and Community Care Coordinators

· All other activities required to ensure the smooth running of this process.
Essential criteria
· Degree in accounting or significant experience in a similar role
· Fluency in Italian and English
· Highly developed interpersonal and communication skills

· Proven high level organisational skills
· Ability to meet deadlines on a daily basis, manage competing priorities and tasks

· Advanced user of MS Excel and experience with accounting software 
.

This job description (position, responsibilities and activities) will be reviewed every two years or less as required by Co.As.It. Management
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