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Position Description

Role: Finance and Payroll Officer
Accountable to: Genera' Manager
Team: Manages payroll, honorariums, invoices, expense

claims, finance mailbox monitoring and related
recordkeeping within approved controls, while
supporting the Treasurer and General Manager

Location Work from home
Term Fixed term to 30 June 2027
Basis of employment Part Time — 0.2 Full Time Equivalent (FTE)

7.6 hours / week

Remuneration: Above-award salary package benchmarked to
SCHADS Level 5.1, plus statutory superannuation,
subject to final contract approval.

Role Context

The Finance & Payroll Officer supports payroll, honorariums, invoice handling,
expense claims and related financial records for the project workforce and associated
organisational processes. The role helps maintain accurate, timely and well-controlled
finance workflows within approved systems and delegations, and provides practical
support to the Treasurer and General Manager on routine finance administration.

Primary Purpose

e Support accurate payroll and finance administration in line with approved
systems, schedules and controls.
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Focus on payroll, finance records and financial process integrity rather than on
broader people and culture, project coordination or general administration
functions.

Help maintain clear records and routine financial documentation relevant to
therole.

Key Responsibilities

Manage payroll processing, payroll records and routine payroll administration
in line with approved work schedules and reporting arrangements.

Manage honorarium administration, including records, calculation support,
processing steps and related documentation within approved arrangements.

Monitor the finance-related mailbox or shared inboxes allocated to invoices,
honorariums, payroll, expense claims and related finance correspondence,
ensuring timely triage, action and follow-up.

Process or coordinate invoices, expense claims, microgrant payments,
supporting documentation, reconciliations and routine finance administration.

Support financial reporting, acquittal preparation, expenditure tracking and
financial documentation required for grant reporting and oversight.

Support the Treasurer with routine finance administration, reporting
preparation, recordkeeping and document collation as requested within
approved workflows.

Maintain confidentiality and appropriate handling of payroll and financial
information.

Work within approved systems, delegations, privacy settings and finance
controls.
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Criteria & Requirements

Desirable Criteria

e Experience in payroll, bookkeeping, finance administration or accounts
support.

e Attention to detail and ability to handle confidential information carefully.

e Confidence using relevant finance and Microsoft 365 systems.
Special Requirements

e Lived experience as an Autistic person is an inherent requirement of this role.
Essential Requirements

e Relevant screening, verification or checks required for the role must be
completed prior to commencement. ASAN AUNZ will meet the cost of
required checks only where approved in writing in advance.

o Agreement to ASAN AUNZ's Code of Conduct, confidentiality, privacy,
safeguarding and conflict of interest requirements.

e Proof of right to work and provision of references if requested.

Role Governance and Supporting Instruments

This position operates within ASAN AUNZ's Board-approved governance framework,
delegations, employment contract, supervision arrangements, reporting
requirements, strategic plan, budget, policies, and performance expectations.

The duties and accountabilities in this position description are intended to be read
consistently with the employment contract, Board-approved delegations, executive
performance framework, Board reporting requirements, supervision framework, and
any legal advice obtained by ASAN AUNZ in relation to the role.

Where there is any inconsistency between this position description and the final
employment contract, the employment contract and any applicable legal
requirements prevail.




