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Position Description
	Position
	Finance and Corporate Administration Officer 

	Classification
	AIDA Level 2, Point 4
Salary: $61,780 Pro Rata 0.5 FTE

	Responsible to
	Executive Manager Corporate Services

	Responsible for
	N/A


Australian Indigenous Doctors’ Association 
The Australian Indigenous Doctors’ Association (AIDA) is the national body representing Aboriginal and Torres Strait Islander doctors and medical students, focused on equitable health and life outcomes for Aboriginal and Torres Strait Islander peoples.  We do this by working towards reaching population parity of Indigenous medical students and doctors; and supporting a culturally safe healthcare system.
Summary of role
This position is responsible for providing financial support and general administration.
Key duties
Finance Support
1. Processing of account payable transactions, including reconciliations of supplier accounts, entering of invoices, processing of payments, updating of creditor details in the accounting system
2. Processing of accounts receivable transactions, including but not limited to raising invoices, receipting of payments, and processing of EFTPOS transactions
3. Reconciliation of credit card statements, bank accounts, conference & events activity and all travel transactions.
4. Xero Record keeping support
5. Monitoring accounts inbox
6. Other financial tasks as required

General Support
1. Undertake phone and meeting duties including:
a. phone and AIDA mailbox management
b. preparation for AIDA meetings including the weekly staff meeting
2. Administrative work, including:
a. sorting and distributing internal/external correspondence
b. maintaining office supplies including stationery and kitchen store
c. data entry and document management

3. Make travel arrangements, including flight and accommodation bookings, prepare travel itineraries, provide hard copies and/or digital copies of all documentation required for travel for AIDA staff members, and AIDA representatives attending committee meetings or other approved activities
4. Other duties as directed

Essential Skills, Knowledge and Experience
· Demonstrate a sound understanding of current and historical issues affecting Aboriginal and/or Torres Strait Islander Peoples
· Communicate sensitively and effectively with Aboriginal and Torres Strait Islander Peoples
· Ability to manage multiple tasks and adapt to changing work priorities to deliver quality outcomes within short timeframes and with minimal supervision.
· Communication and interpersonal skills and the ability to interact positively with a wide variety of stakeholders with good humour, sound judgement, tact, discretion, and confidentiality.
· Ability to use initiative and problem solving to achieve results in accordance with practices and policies.
· Competency in Microsoft Office; database management, preferably a Customer Relationship Management System.
· High level attention to detail.
· Ability to work cooperatively and flexibly to fulfil individual and team performance requirements.
· Consultation, collaboration, partnership, and stakeholder relationship expertise.

Desirable experience
· Administration qualification e.g., Certificate III in Business Administration
· Familiar with accounting software, preferably Xero
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