
 

 
 
Position Description 
 

Title Accounts Payable Officer 

Position Location Central 

Reports To Accounts Payable Team Leader 

Direct Reports Nil 

Classification Hay Grade 12 

 
The Childcare and Kindergarten Association Limited (C&K) is a not-for-profit early childhood provider with more than 350 early 
childhood education and care (ECEC) centres located across Queensland.  
 
Our purpose is to nurture and inspire children to succeed in an ever-changing world. This is at the forefront of everything we 
do. 
 
C&K’s vision is to be Queensland’s pre-eminent provider of early education and care. 
 
Our values: 

• we put children first 

• we respect all people and each other 

• we work with integrity and strive for excellence in everything we do 
 
These underpin the way we work with children and families, communities, colleagues and partners. 
 
We reinvest our surplus to benefit children and families disadvantaged in their access to early childhood education. This 
includes children with additional needs and children and families in rural, remote, Aboriginal and Torres Strait Islander and 
disadvantaged communities. 
 

 

Purpose 

 
The purpose of this position is to reconcile and process supplier invoices ensuring compliance with C&K 
authorisation procedures and applicable regulations and ensure the transactional integrity of the general 
ledger. The Accounts Payable Officer will work collaboratively with the business to provide analysis, 
advise and support and will be driving continuous process improvements especially relating to Accounts 
Payable.  
 

Key 
accountabilities  

 

• Ensure Accounts Payable processes align with C&K policies, such as the financial delegation policy 

• Ensure invoices are properly coded, authorised, paid accurately and in line with C&K’s payment 
terms  

• Prepare payment runs (including payment transfers, credit notes, PAG) and ensure funds are 
released from the bank on time 

• Ensure supplier information is accurate and up to date in Dynamics AX 

• Manage ProMaster and credit cards: ensure integrity of master data, review credit card transactions 
(ensure proper coding & adequate supporting documents), follow up on late acquittals 

• Prepare monthly accruals 

• Proactively identify, drive and implement process improvements 

• Respond to queries in a timely and friendly manner, striving to exceed their expectations 

• Ensure all invoices and other supporting documents are properly attached in Dynamics AX as audit 
trails  
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Please note that the responsibilities outlined in this position description are not exhaustive, 
and only an indication of the work of the role.  C&K can direct you to carry out duties which it 
considers are within your level of skill, competence and training. 
 

 

Key Selection 
Criteria 

 

• Demonstrated experience in high volume Accounts Payable including general ledger and supplier 
reconciliations 

• Demonstrated accuracy and thoroughness with attention to detail in all work undertaken 

• Proven well developed written, verbal, interpersonal communication and presentation skills coupled 
with a strong customer service focus 

• Demonstrated high level of organisational and time management skills 

 

Additional information 

The successful applicant will be required to: 

Hold a positive notice (Blue Card) working with children check. 

The information above is not intended to be an all-inclusive list of the responsibilities of the job described.  Rather, they are 
intended only to describe the general nature of the job. C&K is a growing organisation; to support the vision for the business it 
is expected that the incumbent will evolve the position over time in alignment with the dynamic nature of the business and the 
region. 

  


