Position Description

Non-supervisory Employees

Section Financial Services

Reports to

Position purpose

[To assist in a wide range of finance duties, supporting the business unit and group in their day to day operations. |

Position specific responsibilities
The key duties you are expected to perform in your role.

LAssist in providing administrative support and general clerical assistance to the team

Assist in finance transactional areas including accounts payable, rates, accounts receivable, payroll and debtors
Support document management and record keeping (including filing and archiving)

Assist with data entry and collation of data

Assist in the preparation of standard correspondence and reports

Communicate with a variety of stakeholders via phone, email and in person

Respond to basic straightforward queries and refer more complex questions to the appropriate person
Actively participate in team meetings

Work collaboratively with the team

Build working relationships within the team and wider organisation ]

Any other related duties as directed, within the skills and scope of the role.
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Expected behaviours

Port Macquarie-Hastings Council values are at the core of our work. It is expected that your conduct will reflect Council
values, and your commitment to these values will be central to your successful performance as an employee of Port
Macquarie-Hastings Council. The values based behaviours will form the basis for individual employee performance
assessments.

Values-based behaviours for

Non-Supervisory Employees

Values Expected Behaviour

o | always work in a safe manner, looking after my own safety and the safety of those
around me
Accountability e | am responsible for my own actions
e | take initiative to progress my own work
o | follow through on my work commitments

| act honestly

| understand and follow the law, rules, policies, guidelines and the Code of Conduct
| treat others the way | wish to be treated

| contribute positively to our work

Integrity
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Document Endorsement

Date Date approved Group Manager ~ Section
Date Date approved | Director Division

I\have read and understand the contents of the Position Description for my role. | will undertake the responsibilities and
behaviours required of me.

Employee Name

Employee Signature

Date
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