
 

 

 

 
Education Support Officer 

Accountant 
OVERVIEW 

All staff members of St Joseph’s College are expected to uphold the Kildare Ministries and Brigidine Catholic Core 

Values, apply these to their work and ensure their priorities focus on quality teaching and learning, student and staff 

wellbeing and the careful stewarding of physical and financial resources. 

Each day every member of the team exemplifies the values of hospitality, service, compassion and justice in their 

interactions with students, staff, families and the general public. 

Our College motto “Strength and Kindliness” comes to life in each staff member as they demonstrate the strength to do 

their job well and the kindliness to undertake it with compassion. 

 

POSITION:  EDUCATION SUPPORT OFFICER (ESO) - ACCOUNTANT  

REMUNERATION SCALE: 

As per Victorian Catholic Education Multi 

Enterprise Agreement 2018 (VCEMEA 2018) 

ESO Level 4 subdivision TBC Category C 

$80,477 - $ 91,667 DEPENDING ON 

QUALIFICATIONS AND EXPERIENCE 

FULL TIME EQUIVALENT:  1.0 FTE   

LINE MANAGER:  BUSINESS MANAGER 

PRIMARY OBJECTIVE OF THE ROLE 

Reporting directly to the Business Manager, the primary focus of this role is to work collaboratively with the Business 

Manager and other financial services Allied Staff to provide support for the efficient and timely financial, resource and 

business management of the College.  

 



 

MAJOR AREAS OF RESPONSIBILITY 

Support for business manager in managing the financial aspects of projects associated with the transition to two campus 

school 

Assist with day-to-day financial and administrative services and support, to ensure controls, approach, and systems 

comply with financial reporting and statutory requirements 

Responsible for all aspects of Accounts Receivable including billing, collection, banking, reporting and development of 

policies as required. 

Manage all aspects of Finance compliance reporting. 

Assist Business Manager with other Financial Reporting as required 

 

STATEMENT OF DUTIES 

The following duties are aligned to major areas of responsibility of the ESO - Accountant 

 

FINANCIAL MANAGEMENT DUTIES INCLUDE: 

− Ensure the effective performance of the College’s finance functions by managing efficient systems and 

processes 

● financial database information and software systems 

● billing and accounts receivable 

● accounts payable 

● cash management 

− Assist the Business Manager with the preparation of the Annual Budget and monitor expenditure against 

Budget 

− Prepare and review financial reports, including monthly reports for the Finance Committee, annual financial 

statements, special purpose reports, financial and census reports required by statutory and government 

authorities 

− Oversee the payroll process including direct supervision of the Payroll Officer 

− Oversee fee collection with Accounts Receivable and administer debt recovery procedures in line with College 

policy 

− Reconciliation of all general ledger accounts 

− Drive the development and implementation of financial policies, procedures or projects with the intent to improve 

the overall financial management of the College 

− Maintain the accuracy and currency of finance policies and procedures, paying attention to the review cycle 

 AUDIT MANAGEMENT INVOLVES: 

− Assist Business Manager with the coordination of the annual audit process 

− Prepare adequate working papers and financial statements for the annual audit 

− Oversee the currency and accuracy of the College Asset Register 

− Ensure financial records are transparent and accurate and accord to all compliance requirements 

− Assist Business Manager with financial reporting re applications for government grants 

− Manage the College’s tax administration, including lodgement of BAS and FBT returns 

− Coordinate the completion of CECV Census and statistical reports for statutory and government authorities 

 



 

 

RISK AND FINANCIAL COMPLIANCE MANAGEMENT INVOLVES: 

− Raise awareness of issues associated with financial risk within the college 

− Work collaboratively with the Business Manager to assess the impact of any legislative changes to the College’s 

operations and strategic objectives 

● Identify, analysis and evaluation of financial compliance risks and develop risk treatment plans based on 

analysis. 

● Manage the development, implementation, documentation and dissemination of relevant policy, 

procedures, processes, controls and guidelines to promote financial compliance and reduce risk across the 

College 

● Assist in the development, implementation and maintenance of systematic monitoring and regular reporting 

with the College’s internal and external obligations. 

OTHER 

The ESO - Accountant, at times, may be required to undertake other duties related to the role as directed by the Principal                      

in consultation with the Business Manager. 

The ESO - Accountant will undertake professional development and training in order to maintain a high level of                  

awareness of current and best practice in the major areas of responsibility associated with the role. 

In negotiation with the Principal it is possible for this role to evolve to capitalise on the individual strengths and initiative of                      

the person in the position. This also includes the possible participation in a staff appraisal and/or any other review                   

process outlined by the Principal. 

 

Vision 

  

− Actively articulates the school’s vision and mission as a Catholic school, and             

uses this as a wellspring in all discussion and decision-making 

− Is active as an individual, or as a team member, to work towards the success               

of the school’s Strategic Plan, providing support, stimulus and action as           

necessary. 

− Communicates and exemplifies to staff correct procedures and processes.  

− Addresses staff meetings and other forums on matters pertaining to their           

respective areas of responsibility. 

− Contributes to the development of College policies and procedures. 

− Seeks professional development to further his/her understanding of the         

mission of St Joseph's College. 

− Performs other duties as required by the Principal or Business Manager. 

 

 

 

 

QUALITIES AND CAPABILITIES 

 



 

 

The effective performance of the ESO - Accountant will be due to their demonstration of a comprehensive range of the 

following: 

 

 

Attributes & Dispositions 

− Respect for the core values of Kildare Education Ministries as lived at St Joseph’s College; 

− Commitment to St Joseph’s College Vision; 

− Confidence and enthusiasm about the students; 

− Hospitable and timely service to all; 

− Compassion, objectivity and clarity when handling difficult situations; 

− Discretion and confidentiality when handling sensitive information; 

− Collaborative and flexible participation in professional settings; 

− Perseverance and patience in complex and stressful situations; 

− Understanding the need for mutual accountability; 

− Loyalty, trustworthiness, dependability and reliability; 

− Openness to learning in all situations. 

 

KNOWLEDGE AND EXPERIENCE 

− Tertiary Qualifications in Business, Accounting or Commerce or equivalent – Registered CA or CPA. 

− Demonstrated success in financial management 

− Knowledge of key legislative areas relevant to finance and compliance functions 

− Outstanding leadership, management and administrative skills 

− Demonstrated ability to meet reporting deadlines 

− Exceptional oral and written communication skills 

− A proactive team member 

− Ability to manage multiple complex tasks with minimal supervision 

− Proven skills in ICT 

− Ability to communicate effectively and maintain professional relationships within the College community and with 

the wider community on behalf of the College. 

− An ability to work within a collaborative decision making structure 

− Strong attention to detail and proven analytical / problem solving skills 

− A commitment to ongoing personal professional development. 

 

SKILLS & CAPABILITIES 

− Excellent administrative skills demonstrating the ability to implement effective and efficient work practices 

− The ability to meet all deadlines 

− The ability to locate information quickly and accurately 

− The ability to work collaboratively, flexibly, independently and creatively in a demanding environment 

− Exemplary customer service focus demonstrating excellent communication and listening skills 

− The capacity to multi-task and pay close attention to detail in a timely and responsive manner 

 



 

− The capacity to maintain professional relationships within the College community and with education authorities 

on behalf of the College when seeking advice and information 

− Excellent capabilities in the use of information and communication technologies especially Microsoft Office 

system, SAS 2000, data management, online and mobile applications used at the College 

− The ability to integrate habits and practices of ongoing review and evaluation to ensure continuous improvement 

and development of the role and the administration services of the College. 

 

 

 

 

RISK AND OCCUPATIONAL HEALTH AND SAFETY 

The ESO - Accountant will: 

− comply with legislated occupational health and safety practices and participate in consultative processes; 

− observe safe work practices in accordance with training and instruction given; 

− identify, report and where appropriate, action risks/hazards in order to eliminate or mitigate against the risk 

recurring (Risks arising in the workplace may be financial, site, task or person specific or related to safety.) 

− promote and implement occupational health and safety and risk mitigation processes within the College. 

 

 

KEY COMMUNICATIONS 

INTERNAL 

Principal 

Business Manager 

Leadership Team 

Staff 

Students 

INTERNAL COMMITTEE 

OH&S / Maintenance 

EXTERNAL 

KM  

KEM Business Managers 

CEO - Sandhurst Business Managers 

  

CECV  

 

  

Expectations of staff in 

Child Safe school 

At St Joseph’s College, Echuca everyone has the right to safety. Wellbeing and inclusion 

at all times.  

It is a condition of employment to be a person suitable to work with children.  St Joseph’s 

College Echuca has a Child Safety Code of Conduct and a Child Protection and Safety 

Policy.  All staff members of the school are subject to and expected to comply with the 

Child Safety Code of Conduct and the Child Protection and Safety Policy as amended or 

varied from time to time.  

The CECV Commitment Statement to Child Safety - This document outlines the 

system-wide commitment to providing a safe and nurturing culture for all children and 

young people in Victorian Catholic schools. 

 



 

 

Other Requirements 

 

Valid Working with Children Card 

Current Driver’s Licence 

 

Contract & Conditions 

 

Contract: Ongoing 

Conditions: Entitlements under the Victorian Catholic Schools Multi-Employer 

Agreement 2018 
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