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PRIMARY PURPOSE 

 
We are much more than a Council. Our work impacts the lives of the Community we serve in a 
profound way through the range of services we offer, as a major employer and a vital link in the 
infrastructure that supports the community. We respect Ailan Kastom and what it has to teach us to 
help culture and communities to thrive. We recognise that each community is not the same with 
unique language and cultural differences. 
 
POSITION OBJECTIVE  

 
To contribute to the smooth and efficient operation of the finance function by supporting payroll, 
accounts payable, and accounts receivable processes, delivering accurate financial data, 
maintaining compliance, and assisting with reconciliations, reporting, and continuous improvement 
initiatives under the direction of the Financial Operations Accountant. 
 
KEY RESPONSIBILITIES 

 
Reporting to the Financial Operations Accountant, this position is responsible for supporting the 
accounting and finance functions through timely completion of regular and various tasks including 
processing transactions, reconciliations, reports and undertaking specific project work and tasks as 
directed. The main areas of focus is payroll, accounts payable and accounts receivable functions. 
 
KEY TASKS 

 
 Assist with the processing, payment and reporting of Accounts Payable in accordance with 

direction from Team Leader, policies, procedures and work instructions;  
 Assist with the processing, collection and reporting of Accounts Receivable in accordance 

with direction from Team Leader, policies, procedures and work instructions;  
 Undertake accurate and timely data entry of payroll information in accordance with direction 

from Coordinator, policies, procedures and work instructions;  
 Provide backup support to the rating team when required, including managing customer 

relations;  
 Other reasonable duties as directed from time to time 

 
 
 
 

Organisation: Torres Strait Island Regional Council  

Position Title: FINANCE OFFICER  

Position Classification: Level 2, Band 4 

Instrument: Torres Strait Island Regional Council Certified Agreement 2024 

QLD Local Government 
Industry Stream: 

Stream A – Administrative, Technical, Community Service, 
Supervisory and Managerial Services  

Directorate:  Financial Services  
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General 

 Participate in special projects and perform any other duties as required. 
 Maintain productive working relationships and provide team support. 

 

CAPABILITIES, SKILLS & EXPERIENCE  
 
1) Consistently demonstrates behaviours that reflect Council’s values of One, Respect, 

Accountability, Courage and Resilience with all stakeholders. 

2) Demonstrated experience in finance or accounting support roles, with exposure to payroll, 
accounts payable, and accounts receivable functions. 

3) High level of attention to detail and accuracy. 

4) Well-developed written and verbal communication skills. 

5) Minimum of Certificate III level qualifications in Business Administration or related 
finance/accounting discipline is desirable. 
 

6) Minimum one (1) to three (3) years’ experience in a similar role in a large multi-disciplinary 
organisation is desirable. 

 
7) Experience in using complex software such as Technology One or other Enterprise Resource 

Planning (ERP) system is desirable. 
 

8) Previous experience or knowledge of local government administration is desirable but not 
essential. 

 
OTHER CONDITIONS/REQUIREMENTS  

 
• The preferred applicant may be required to apply for a National Police Certificate before 

appointment. 
• TSIRC employees may be required to have immunisations as a control measure 

against infectious disease if there is a requirement to travel. 

• The employee shall comply with relevant Workplace Health and Safety legislation, 
Codes of Practice and Council’s Workplace Health and Safety Management System.  

• A basic knowledge and understanding of languages specific to the Torres Strait 
including Meriam Mer, Kala Lagaw Ya, and Creole would be highly desirable. 

• The employee is expected to carry out their duties in accordance with the relevant 
legislation and Council policies including but not limited to: 

a) anti-discrimination 
b) equal employment opportunity 
c) confidentiality 
d) local government principles 
e) Ailan Kastom 
f) Council’s Vision and Values listed on the next page. 
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