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POSITION DESCRIPTION

POSITION SUMMARY
Position Title:
Assistant Accountant Operations 

Position Number:
5253

Time Fraction:
Full Time
Tenure Status:
Permanent

Classification:
HEW 5
Salary Range:
$35,877 - $41,213 p.a.
Division
Resources

Faculty/Group:
Property Services
School/Department/Branch:
Finance

Campus Location:
Based at the City campus but may be required to work at other campuses of the University and in offshore programs offered by the Faculty.
THE UNIVERSITY
RMIT University is a multi-level dual sector education, training and research service organisation, offering programs ranging from certificate level vocational programs through tailored programs for industry and community clients, to post-graduate research programs.  The University has several companies which are responsible for commercial activities relating to the University’s core functions.

The University’s goal is to create and sustain a distinctive world-class university at the forefront of technical and professional education and real-world research, through continuous improvement and with all staff committed to quality management processes.  As a world-class university, RMIT will be recognised as a leader in its teaching and learning processes, research activities and community services.

PROPERTY SERVICES
Property Services has in excess of 170 staff and has the responsibility to operate, maintain and enhance the buildings owned and leased by RMIT University, oversee construction projects and ensure the provision of physical facilities services.  The Group has an operating budget of $25M and current capital projects are significant.  RMIT’s built environment involves approximately 110 buildings spread across all of RMIT’s campuses and sites.  The capital stock of the University is diverse and valued at $800m and includes heritage and other classifications.

Property Services currently consists of the following areas:

· Director’s Office

· Construction

· Client Relations

· Facilities Services

· Finance

· Space Management

· Campus Planning

· RMIT Gallery

JOB SUMMARY

The position is responsible for the daily financial administrative duties for the Property Services Group.  Duties include raising purchase orders, processing invoices for payment, raising debtor invoices. Preparation of month end reports on project costs, favourable / unfavourable variances, the following up financial queries from Management and the entering of monthly forecasts data into SAP.  

REPORTING RELATIONSHIPS

This position reports to the Financial Accountant, Finance / Property Services Group.

SPECIFIC ACCOUNTABILITIES
Position Accountabilities

· Raise purchase orders, requisitions, order increases and process invoices for payment on behalf of the Property Services Group.

· Raise debtor invoices for RMIT rental properties and follow up the collection of rental income.

· Prepare and distribute debtors aging reports for Client Relations on a monthly basis.

· Prepare and distribute rental account statements.

· Maintain lease property register, ensure payments are made in a timely manner and prepare monthly lease payment schedule.  Prepare and submit recovery journals.

· Assist with the preparation of monthly financial reports and general journals for Client Relations, Space Management, Gallery and Campus Planning.

· Receipt parking revenue and prepare trading summary on a monthly basis.

· Assist with the preparation of monthly forecasting.

· Process and bank monies received.
· Undertake account investigations and perform where necessary account reconciliations.

· Assist with financial enquires both inbound and outbound and respond as required.
· Provide back up for other Finance Administrators in times of sickness, annual leave or work overload.

· Other duties as assigned.

Corporate Accountabilities
To contribute to the strategic direction setting and policy making processes of the University and the Section 

by participating in key Group, Section and University forums and undertaking specific Section level 

project/tasks.

Personal Development
To assume joint responsibility for career development by actively participating in various activities 

(mentoring, job rotation, secondments and joint group projects) and producing a jointly agreed development 

plan identifying key areas which will assist in your personal and professional development. These activities 

should be consistent with the Group’s Strategic Goals.
QUALIFICATIONS
Relevant experience within a similar role in a large organisation.

KEY SELECTION CRITERIA

· Demonstrated ability in the operation of SAP (PS module) or the capacity to quickly acquire this ability combined with relevant experience as a competent user of similar systems.

· Strong interpersonal skill to facilitate effective working relationships within the Finance team, the Property Services Group, the wider University community, service providers and university clients.

· Well developed verbal and written communication skills.

· Effective problem solving and analytical skills.

· Ability to operate in a flexible /adaptable manner.

· Ability to prioritise work and meet deadlines.

· Ability to work unsupervised.

· Ability to work under pressure.

· High level of computer literacy, particularly Microsoft Excel and Word.
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