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Accounts Officer

	Cluster
	Stronger Communities

	[bookmark: DeptAgency]Department/Agency
	Multicultural NSW

	Division/Branch/Unit
	People and Corporate

	Role number
	50005681

	Classification/Grade/Band
	Clerk Grade 5/6

	Senior executive work level standards
	Not Applicable

	ANZSCO Code
	551111

	PCAT Code
	1223392

	Date of Approval
	November 2024 

	Agency Website
	www.multicultural.nsw.gov.au


Agency overview
[bookmark: _Hlk30003721]
NSW is home to 33.6% of Australia’s overseas-born population. We come from over 310 ancestries, practice more than 139 religions and use more than 283 languages, with 29.3% of NSW people born overseas. The purpose of Multicultural NSW is to build and maintain a cohesive and harmonious multicultural society that enriches the lives of all the people of NSW. 
Our work is underpinned by the Multicultural NSW Act 2000, which establishes Multicultural NSW as the lead agency for promoting and monitoring the multicultural principles set out in the Act. The Multicultural NSW Advisory Board, which is constituted under the Act, is an independent body that draws on the cultural diversity, skills and experience of its members to provide advice to the Agency and the Minister

Primary purpose of the role
The Accounts Officer provides accurate, timely and efficient accounts payable services in accordance with business, legislative and audit requirements. In addition, the role ensures the accurate and timely processing of payroll related payments associated with the organisation’s casual interpreters and translators and assists the Finance team regarding the completion of its month-end related activities.
Key accountabilities

· Deliver accounts payable and payroll related services within agreed timeframes in line with business, legislative and audit requirements.
· Requisitioning, invoice processing and progressing invoices through appropriate approval channels in line with Multicultural NSW’s Financial Delegations. 
· Continually monitor and maintain accounts payable and payroll related data and transactions to ensure the ongoing accuracy and integrity of relevant records and systems. 
· Work collaboratively with stakeholders to provide advice on, and resolve, accounts payable and payroll related issues, and facilitate the accurate and timely processing of transactions. 
· Implement policies, procedures and internal controls to contribute to operational efficiency and ensure compliance with government legislation and policy.
· Identify, investigate and provide recommendations to address irregular or erroneous accounts payable and payroll transactions.
· Assist in the preparation and completion of month-end and year-end accounting activities.
· Adhere to scheduled financial reporting timetables (both monthly and annual) and ensure the Financial Accountant has all the required reports to support Multicultural NSW financial reporting obligations.
· Positively participate in and contribute to discussions, plans and work within the Finance team and broader People and Corporate Division.
Key challenges
· Maintaining a high level of quality work while managing tight deadlines.
· Identifying constraints in procedures and systems and finding appropriate solutions to problems within these procedures.
· Completing work in a highly regulated working environment where competing priorities exist on a daily basis.
Key relationships
Internal
	Who
	Why

	[bookmark: InternalRelationships]Multicultural NSW Executive team and staff across divisions
	Sharing and obtaining accurate information, responses and advice on plans, objectives, direction, content, requirements and details associated with accounting services, projects, reports and initiatives. 

	Director People & Corporate,
Associate Director Finance and Financial Accountant
	Direction, support, clarity of work tasks and objectives. 


External
	Who
	Why

	[bookmark: ExternalRelationships]Department of Communities and Justice (DCJ)
	Liaise with outsourced payroll and finance provider on any processing issues that arise. 

	Vendors (Accounts Payable)
	Liaise with Vendors to settle any account enquiries.


Role dimensions
Decision making
· Decisions are made in determining priorities within defined parameters and deadlines. Matters which deviate from the standard procedures are discussed with the Financial Accountant where formal accounting decisions are made.
Reporting line
This role reports to the Financial Accountant
Direct reports
NIL
Budget/Expenditure
[bookmark: _Hlk40707470]NIL
Key knowledge and experience
· A good working knowledge is required of Public Sector accounting, accounting computer systems, accrual accounting, Treasury regulations and financial policies, procedures and delegations.
· Excellent oral & written communication skills with the ability to work both independently and as part of a team.
· Excellent organisational skills with proven ability to successfully manage multiple tasks with competing priorities and deadlines.
Essential requirements
· [bookmark: _Hlk103248114][bookmark: _Hlk36203683][bookmark: _Hlk36565316][bookmark: _Hlk36209343][bookmark: _Hlk36710441][bookmark: _Hlk103248147]Tertiary qualifications in accounting combined with two years’ experience or at least five years’ experience in similar positions.
Capabilities for the role
The NSW public sector capability framework describes the capabilities (knowledge, skills and abilities) needed to perform a role. There are four main groups of capabilities: personal attributes, relationships, results and business enablers, with a fifth people management group of capabilities for roles with managerial responsibilities. These groups, combined with capabilities drawn from occupation-specific capability sets where relevant, work together to provide an understanding of the capabilities needed for the role.
The capabilities are separated into focus capabilities and complementary capabilities. 
Focus capabilities	
Focus capabilities are the capabilities considered the most important for effective performance of the role. These capabilities will be assessed at recruitment. 
The focus capabilities for this role are shown below with a brief explanation of what each capability covers and the indicators describing the types of behaviours expected at each level.
Focus capabilities
	Capability group/sets
	Capability name
	Behavioural indicators
	Level

	[image: Personal attributes]
	Act with Integrity
Be ethical and professional, and uphold and promote the public sector values
	· Represent the organisation in an honest, ethical and professional way 
· Support a culture of integrity and professionalism 
· Understand and help others to recognise their obligations to comply with legislation, policies, guidelines and codes of conduct 
· Recognise and report misconduct and illegal and inappropriate behaviour 
· Report and manage apparent conflicts of interest and encourage others to do so
	Intermediate

	[image: Personal attributes]
	Manage Self
Show drive and motivation, an ability to self-reflect and a commitment to learning
	· Be willing to develop and apply new skills 
· Show commitment to completing assigned work activities 
· Look for opportunities to learn and develop 
· Reflect on feedback from colleagues and stakeholders
	Foundational

	[image: Personal attributes]
	Communicate Effectively
Communicate clearly, actively listen to others, and respond with understanding and respect
	· Focus on key points and speak in plain English 
· Clearly explain and present ideas and arguments 
· Listen to others to gain an understanding and ask appropriate, respectful questions 
· Promote the use of inclusive language and assist others to adjust where necessary 
· Monitor own and others’ non-verbal cues and adapt where necessary 
· Write and prepare material that is well structured and easy to follow 
· Communicate routine technical information clearly
	Intermediate

	[image: Personal attributes]
	Work Collaboratively
Collaborate with others and value their contribution
	· Work as a supportive and cooperative team member, sharing information and acknowledging others’ efforts 
· Respond to others who need clarification or guidance on the job 
· Step in to help others when workloads are high 
· Keep the team and supervisor informed of work tasks 
· Use appropriate approaches, including digital technologies, to share information and collaborate with others
	Foundational

	[image: Personal attributes]
	Plan and Prioritise
Plan to achieve priority outcomes and respond flexibly to changing circumstances
	· Understand the team and unit objectives and align operational activities accordingly 
· Initiate and develop team goals and plans, and use feedback to inform future planning 
· Respond proactively to changing circumstances and adjust plans and schedules when necessary 
· Consider the implications of immediate and longer-term organisational issues and how these might affect the achievement of team and unit goals 
· Accommodate and respond with initiative to changing priorities and operating environments
	Intermediate
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	Finance
Understand and apply financial processes to achieve value for money and minimise financial risk
	· Understand basic financial
terminology, policies and processes, including the
difference between recurrent and capital spending
· Consider financial implications and value for money in making recommendations and decisions
· Understand how financial decisions impact the overall financial position
· Understand and act on financial audit, reporting and compliance obligations
· Display an awareness of financial risk, reputational risk and exposure, and propose
solutions to address these
· 
	Intermediate
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	Finance Operations and Systems
Ensure appropriateness and reliability of financial information systems, and effective governance, cash management and controls over transactional processes  
	· Understand less complex AAS, and
financial delegation principles and
processes
· Correctly process accounts payable
and receivable transactions
· Utilise the organisation’s financial
systems to collect and present
verified financial information
· Prepare standard financial reports
in the required format through
familiarity with data input,
interrogation and output processes
· Operate system controls to ensure
the accuracy and completeness of the
financial data recorded in journals
and ledgers
· Operate the organisation’s
accounting and financial reporting
applications accurately

	Level 1


Complementary capabilities 
Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific capability sets. They are important to identifying performance required for the role and development opportunities. 
Note: capabilities listed as ‘not essential’ for this role are not relevant for recruitment purposes however may be relevant for future career development.

	Capability group/sets
	Capability name
	Description
	Level

	[image: Personal Attributes]
	Display Resilience and Courage
	Be open and honest, prepared to express your views, and willing to accept and commit to change
	Intermediate

	[image: Personal Attributes]
	Commit to Customer Service
	Provide customer-focused services in line with public sector and organisational objectives
	Intermediate

	[image: Personal Attributes]
	Deliver Results
	Achieve results through the efficient use of resources and a commitment to quality outcomes
	Intermediate

	[bookmark: _Hlk103185442][image: Personal Attributes]
	Demonstrate Accountability
	Be proactive and responsible for own actions, and adhere to legislation, policy and guidelines
	Foundational

	[image: Personal Attributes]
	Influence and Negotiate

	Gain consensus and commitment from others, and resolve issues and conflicts
	Foundational

	[image: Personal Attributes]
	Think and Solve Problems
	Think, analyse and consider the broader context to develop practical solutions
	Intermediate
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	Technology
	Understand and use available technologies to maximise efficiencies and effectiveness
	Intermediate

	[image: Personal Attributes]
	Procurement and Contract Management
	Understand and apply procurement processes to ensure effective purchasing and contract performance
	Foundational

	[image: Personal Attributes]
	Project Management
	Understand and apply effective planning, coordination and control methods
	Intermediate

	[image: Personal Attributes]
	Value Diversity and Inclusion
	Demonstrate inclusive behaviour and show respect for diverse backgrounds, experiences and perspectives
	Foundational
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