
 

 

POSITION  DESCRIPTIO N 
 Australian Broadcasting Corporation  

Label  Description  

Position Title:  PROJECT OFFICER  

Position no:  50064319  

Team:  [Corporate Partnerships & Development ] 

Department:  International Services  

Location:   Adelaide  / Collinswood  

Reports to:  PROJECT DIRECTOR OPERATIONS AND TRAINING  

50068551  

Classification:  Administrative/Professional  

Schedule : [Schedule A ] 

Roster cycle  [Non -Rostered ] 

Band/level:  [Band 6 -7] 

HR Endorsement:  5/06/2026  

Purpose  

Under the broad direction of the Project Director  Operations and  Training,  provide assistance to  the 

Finance  and Business Manager in providing financial  advice, reports and controls to the International 

Development  department.  

Key A ccountabilities  

• Under  limited  guidance of the  Finance  and Business  Manager, coordinate  and  maintain  division 

information systems and spreadsheets relating to budgets, forecasts and cost centre  level 

management accounting reports.  

• Provide analytical support to  ABCID  projects and  unit.  

• Contribute towards process improvements and efficiencies.  

• Provide project life cycle analysis on budget tracking and forecasting  and  assist  in 

finalising  funded Project closures.  

• Provide reports to stakeholders at all levels of the  Division  and external donors as  requested.  

• Build and  maintain  strong working relationships with key managers and staff within  ABCID, the 

wider corporation and external stakeholders as  required.  

• Actively promote the ABC values and apply all relevant workplace policies and  guidelines.  
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• Cooperate with any reasonable instruction, procedure or policy relating to safety and take 

reasonable care for your own safety and that of other people who may be affected by your 

conduct while at work.  Additional WHS responsibilities apply to Managers and Supervisors, Team 

Directors, and other  Officers.  

Key Capabilities/ Qualifications/Experience  

1. Relevant tertiary qualifications or  d emonstrated high -level administrative and accounts  

experience, including ability to prioritise effectively  and manage workflow and output with a 

demonstrated capacity for accuracy and attention to detail.  

2. Excellent computer literacy skills in the use of Microsoft Word, Excel  and SAP (Finance) . 

3. Demonstrated initiative with the ability to work independently.  

4. Excellent  communication skills  with highly advanced  written a nd verbal skills , including the ability 

to liaise with staff and external stakeholders at all levels  and work collaboratively within a high -

pressure environment.  

5. K nowledge and/or appreciation of the role of the International Development environment.  

6. Extensive  analytical, financial modelling and problem  solving skills with a  proven ability to 

logically evaluate information, identify important issues and reach sound conclusions.  

7. Demonstrated high -level ability to identify, develop and implement business improvement 

measures, and to effect and embed change.  

8. Demonstrated experience with  budgeting, forecasting as well as management reporting.  

9. Demonstrated ability to work as part of a diverse team spread across a variety of geographical 

locations and cultures . 

10. Demonstrated extensive  organisational and planning skills, with an ability to operate in a 

changing environment.  

11. ABC Values:  Demonstrated personal commitment to fostering an inclusive and respectful 

environment, grounded in integrity and aligned with the ABC Values of aiming high, thinking 

differently, taking ownership, and delivering together.  

12. ABC Policies: Understanding of the relevance and scope of ABC Policies and the ABC Values and 

a commitment to adhere to these; particularly in relation to complying with health, safety and 

wellbeing requirements in the workplace and acting in accordance with the ABC Val ues.  

13. Diversity and Inclusion: Ability to communicate effectively and build relationships with people 

from a range of diverse backgrounds, demonstrating cultural sensitivity ; l ived experience of 

diverse cultures is desirable.  

 

Special Requirement s  

• Commitment to abide by  the Australian Government’s Preventing Sexual Exploitation and 

Harassment policies.  

• A current working with children/police clearance and ongoing renewal/maintenance of this 

clearance in accordance with relevant legislation.  

 
www.abc.net.au/careers  

http://australianbroadcastingcorporation.cmail20.com/t/d-i-dtjtuly-l-n/

