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ROLE PROFILE 

POSITION TITLE Accounting Services Supervisor 

POSITION NUMBER: 9021 

POSITION CLASSIFICATION: AO4BI 

DIVISION: Strategic and Corporate Services Division 

LOCATION: Batchelor  

TENURE OF POSITION Permanent 

SUPERVISOR: Accounting Services Manager 

POS. SUPERVISED: 5 

______________________________________________________________________________ 

ROLE OVERVIEW: 

The primary role of this position is to manage the day to day operations of the 
accounts payable, purchases, accounts receivable, credit cards and student 
travel areas of the Finance Section.  This involves the coordination of 
processing and payment of accounts, allowances for travel by students and 
ensure the accuracy and integrity of financial data being captured. This 
position is also responsible for preparation of journals that affect the General 
Ledger and assist in the audit process. 

Normal Working Hours: 8:00 am - 4:21 pm, Monday - Friday. 
______________________________________________________________________________ 

KEY ROLE PROFILE OUTCOMES: 

1. Carry out the day to day functions of accounts payable, accounts 
receivable, corporate credit cards and the student travel which involves 
payment of accounts and allowances to ensure they are paid in a timely 
manner and in accordance with Institute financial procedures. 

2. Preparation of journals as required for various transfers of expenditure to 
ensure expenditure is made within guidelines and budget capacity. 

3. Provide a high level of advice to students, staff and travel companies on 
all matters relating to entitlements provided according to Institute policy, 
procedures and guidelines. 
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4. Carry out duties to ensure that the accuracy of data entry for payments 
to be made the following day and cancel any payment that is incorrect. 

5. Be actively involved in the development of staff with the provision of 
training plans, including providing in house training, and arranging 
external training. 

6. Work with the Financial Accounting section to provide assistance with 
the coordination of financial audits. 

7. Other duties within the range of skills normally associated with this 
classification as directed. 

 

SELECTION CRITERIA 

Essential: 

1.  Extensive bookkeeping experience and understanding of computerised 
financial accounting systems.  This should include database, word 
processing and spreadsheets. 

2.  A broad knowledge of the Institutes financial management policies and 
procedures and any relevant NT Government legislation including 
financial reporting requirements and purchasing procedures, or the 
ability to rapidly acquire this knowledge. 

3.  Proven work experience in the Government Accounting System (GAS) or 
similar environment in particular accounts payable, accounts receivable 
and general ledger modules. 

4.  Previous supervisory experience in an office management area including 
the ability to delegate tasks, provide training and mentoring of staff. 

5.  Demonstrated ability to work in a small team environment and meet 
deadlines. 

6.  Sound oral and written communication skills. 

7.  Ability to work effectively within the social, political and cultural 
environments of Indigenous Australian communities and organisations 
and to communicate sensitively and effectively with Indigenous 
Australians. 

 

Desirable: 

1.  Qualifications in accounting or a related area. 

 

 


