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	Position Description



	Finance Officer 

	
	

	Position No:

	New

	Business Unit:

	Chief Operating Officer

	Division:

	Finance, Procurement and Data Analytics

	Department:

	Forecasting and Business Partnering

	Classification Level:

	Higher Education Officer Level 5 (HEO5)

	Employment Type:


	Fixed Term, Full-Time

	Campus Location:


	Campus Independent

	Other Benefits:

	http://www.latrobe.edu.au/jobs/working/benefits 


Further information about:

La Trobe University - http://www.latrobe.edu.au/about 	




For enquiries only contact:

Vincent Do, Email: v.do@latrobe.edu.au




Position Context 

The FP&DA team strives to be a proactive enabler of robust financial oversight and leadership
to strengthen La Trobe University’s immediate and long-term capacity to achieve its vision and
objectives. This position will assist the Division to progress the three core responsibilities of
“Client Relationship, Custodianship and Compliance” pursuit of this aim.
Reporting to the Management Accountant, the Finance Officer provides a range of support and advice to business units and FP&DA division in the
management of the University’s financial obligations to internal and external stakeholders. This
includes the coordination and production of timely and accurate financial, taxation and
management transactions, analysis, and reporting; budgeting, general ledger account
reconciliations; and core Finance system maintenance and integrity. This position is expected to
engage and maintain effective working relationships with business units and FP&DA staff.

[bookmark: _Hlk180662725]This position will perform project tasks to support the SAP ERP implementation project. 
Duties at this level will include:
· Performs tasks which require knowledge of the standard application of theoretical principles, procedures and techniques at the level of an inexperienced graduate working in their field or expertise.
· Assist with review and testing for the SAP ERP Implementation project. Tasks will include but not limited to:
· Review of WBS master data for research projects / outside earnings, etc in preparation for   
· migration of data to new SAP ERP.
· Attend project meetings and provide feedback when required
· Assist with User Acceptance Testing (UAT) during the UAT phase ensuring the new SAP ERP is configured and customized accordingly.  Provide feedback to project team of any issues.
· Monitor and maintain the monthly accounting task required to be completed in order to meet both internal and external reporting requirements. Tasks will include but not limited to:
· Creation of WBS
· Raising of Purchase orders and invoices
· Milestone Reporting, including but not limited to setting up milestones and running
· milestone reports
· Input budget for Research Projects
· Journal, accruals and general ledger reconciliations
· Prepare and support in the preparation of acquittals to external granting agencies within specified deadlines in order to meet requirements of funding agreements.
· Provide interpretation, advice and decisions to assist in providing internal and external parties with first level financial assistance and information as required on a prompt and consistent basis and in accordance with University policy and procedure.
· Undertake other duties, as required by the finance management team.
· Work collaboratively with members of the assigned Finance Operation Unit and provide cross functional team support.
· Support in the completion of the financial data table and analysis of the Higher Ed research data collection of (HERDC/NHMRC/ARC).
· Lead and drive financial planning, budgeting and forecasting external and internal Research projects.  
· Stakeholder Management for Research Centres


Essential Criteria 
Skills and knowledge required for the position
· Completion of a Diploma level qualification with relevant work-related experience; or completion of a Certificate IV with relevant work experience or an equivalent combination of relevant experience or on the job training.  
· Ability to provide factual advice which requires proficiency in work area rules and regulations.
· Effective written and verbal communication skills.
· Quality, appropriateness, and timeliness of advice in response to enquiries from internal and external stakeholders.
· Ability to organize own and other’s activities to meet objectives.
· Ability to contribute to procedures and systems within the work area.
· Willingness to learn. 

Capabilities required to be successful in the position 
· Ability to demonstrate self-awareness, see things from another person’s perspective and actively seek out and act on feedback to improve knowledge, skills, and behavior.
· Ability to work collaboratively, recognize the value of diversity and model accountability, connectedness, innovation, and care.
· Ability to think creatively, explore new ideas and respectfully challenge existing practices in order to improve current ways of working.
· Ability to demonstrate self-awareness, see things from another person’s perspective and actively seek out and act on feedback to improve knowledge, skills, and behavior.
· Ability to enable a safe, inclusive, high-performing team culture, prioritizing staff mental health and wellbeing.
· Ability to cultivate and create space for creativity, continuously reviewing and identifying improvements to local work practices.
· Ability to build a culture of continuous improvement, implementing ideas generated by team members. 
Essential Compliance Requirements 
To hold this La Trobe University, position the occupant must:
• hold, or be willing to undertake and pass, a Victorian Working with Children Check; AND
• take personal accountability to comply with all University policies, procedures and legislative
or regulatory obligations; including but not limited to TEQSA and the Higher Education
Threshold Standards.  	
Other Information
The position description is indicative of the initial expectation of the role and subject to changes to
university goals and priorities, activities or focus of the job.
Position Flexibility
We offer flexible work arrangements that can assist you in balancing your work and other
responsibilities.




Why La Trobe: 
· Develop your career at an innovative, global university where you’ll collaborate with
community and industry to create impact.  
· Enjoy working on our inspiring and stunning campuses – the perfect hub for industry,
students, and academics.  
· Help transform the lives of students, partners, and communities now and in the future. 
 
This is more than just a job. Working at La Trobe offers opportunities to demonstrate excellence and transform lives.  

Here, you’ll join exceptional people, partners, and communities, who power our operations with
ambition and purpose.  

Our success can be attributed to its strong sense of community. We have a long-standing
commitment to diversity, inclusion, and social justice; we are committed to providing a workplace
where all staff feel valued, respected, and supported to achieve their full potential. We strive to
build a workplace where all employees of diverse backgrounds, abilities, experiences, sexuality,
gender, religion, and age are welcome, valued, respected and one that is representative of our
community. We demonstrate our cultural qualities by holding ourselves accountable and creating a
culture of trust and innovation while genuinely caring for one another.


La Trobe’s Cultural Qualities:
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WE ARE
CONNECTED

We are connected to each other and the
communites around us. We engage with
those communities to learn from our
past, inform our present and impact our
future.

WE ARE
INNOVATIVE

We are innovative in tackling the most
important ssues of our time. We are
inquisitive and seek to develop new ideas
that positively impact the way we work and
the world around us.

WE ARE
ACCOUNTABLE

We are accountable for what we do and
share a commitment to excellence. We
are courageous and respectful in the way
we hold ourselves and each other to
account.

WE
CARE

We care about what we do and
value the power of education and
research. We care about each other
and strive to create a safe and
inclusive community.
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