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ADMINISTRATIVE / ACCOUNTS  ASSISTANT
This position offers a unique and exciting opportunity for a highly motivated, well organised person with exceptional administrative skills to join a small team assisting the Pre-School Director ensuring the smooth running of a busy pre-school office.  This is a varied and interesting position involving all aspects of administration including reception, diary management, organising meetings, preparing correspondence, forms, documents, financial reports and accounting. 

Essential Criteria: 

· Previous experience in an  education environment; 
· Ability to exercise discretion and show initiative.   

· Demonstrable high level organisational and administrative skills; and ability to meet deadlines; 

· Proven very high level written and oral communication and interpersonal skills; 

· Demonstrable ability to work effectively as a member of a team; 

· Ability to maintain high work standards with minimal supervision; 

· Ability to accurately enter data and maintain records management systems.   

· Demonstrable commitment to the pursuit of excellence; 

· Understanding of the importance of confidentiality within an education environment; 
· Demonstrable high level computing skills including word processing, spreadsheets, databases, internet communications and the use of computerised accounting systems in a Windows environment; (Kindy Manager, Quickbooks)
· Preparation of budgets and financial reports along with GST requirements;
· Internet Debtors System (Ezi Debit)

· The successful applicant will be a committed Christian who will support the mission and vision of the College.
· It is an offence under the NSW Child Protection (Prohibited Employment) Act 1998 for a person convicted of a serious sex offence to apply for this position.
Desirable Criteria: 

· Previous experience in a pre-school, 



· Reception experience. 

General: 
This position is a part-time position and is subject to a three month probationary period. 
Relationships to Colleagues

Staff are expected to maintain a professional and collegial relationship with colleagues
Occupational, Health and Safety Responsibilities 


· Participate in the development of a safe and healthy workplace.

· Comply with instructions given for their own safety and health and that of others, in adhering to safe work procedures.

· Co-operate with the school management in its fulfillment of its legislative obligations.

· Take reasonable care to ensure their own safety and health and that of others, and to abide by their duty of care provided for in the legislation.

· To report any injury, hazard or illness immediately, where practicable to their supervisor.

· Not place others at risk by any act or omission.

· Not willfully or recklessly interfere with safety equipment.


Responsible to:
1. Pre-School Director 



2.  College Principal

  For further information about the College:  www.macquariecollege.nsw.edu.au
Applications close:  Monday 11 February 2008. 

· Written applications must be marked confidential; quote the position title; 
· Provide a supporting statement addressing the essential and desirable criteria as detailed in the position description; 
· Provide a CV with details of all qualifications and experience, and the contact details of three referees. 
Administrative / Accounts Assistant 
Duties will include:
1. Directors Administration Support

· Maintain diary and appointments for pre-School Director including parent and employment interviews;
· Assist with distribution of incoming and preparation of outgoing correspondence including minutes, newsletters and agendas; 

· Assist with preparation of induction packs and other materials for professional development;
· End of year preparation and orientation packs for new enrolments.  
· Preparing monthly financial reports for pre-school Director
· Process purchase orders for the pre-school Director
· Handling of enrolment or placement procedures when indicated by the Director.

· Give basic telephone advice on enrolment and waiting list inquiries (refer parent to Director if wants to know more than fees, hours/weeks of operation e.g. pre-school program)
2. Government Reporting
· Liaising with staff and collating information for 

i. Census  Surveys

ii. Accreditation

iii. Child Care Management System (Child Care Benefit) claims
3. General Administration / Accounts
· General clerical duties including word processing, photocopying, and filing.

· Coordinate registration process including preparation of information packs, collation and data entry of children and family information;

· Organise and assist with large volume mail outs; 

· Ensure that orders are processed; - diaries, first aid, office supplies, etc.
· Assist staff with photocopying and faxing;
· Filing children’s records and administrative filing for pre-school Director;
· Data entry: updating children’s medical data and parent contact information, 
· Transcribing student addresses onto class rolls
· In conjunction with the Director, to establish systems for the payment and receipt of fees including child care benefit records.

· Assist the Director in the day to day administration of the service as required.

· Keep records on the financial management of the service, including monthly returns, receipts and banking.

· Process monthly Business Activity Statements and forward to Australian Tax Office.

· Maintain up to date personnel files on salary and award entitlements.

· Forward staff wages information on a fortnightly basis to NNSW Conference Office and a copy of any changes to awards or salaries.

· Maintain a record of sick leave for staff.

· In consultation with the Director order stationery.

· Maintain a system for payment of accounts, paying accounts due and petty cash.

· Maintain an accurate record of all income and expenditure.

· In co-operation with the Director, preparing financial records for annual auditing.

· Preparing financial information for the Treasurer to make financial reports using Quickbooks.
· Assist teaching staff in the preparation of documents, as required by staff from time to time.

· Assist with the Fundraising Account- (banking, checking orders and correct money etc.)

· Undertake other duties as allocated by the Director.
4.  In respect of staff
◦  Working as a team member.

◦    To read the minutes of staff meetings, and attend out of hours meetings as         

        indicated  by the Director

5.  In respect of children  

◦     Having some involvement with the children enrolled at the centre. 

◦    To treat each child with dignity and respect, taking into account any cultural or       

      socioeconomic or other differences that may arise. 

◦    To maintain confidentiality, passing any reports about children to Director. (Please 

      note reports are not to be read)         
6.  In respect of Pre-School
· To attend staff worship. (Held at 8:20 each morning)

· To develop a co-operative relationship with all members of staff, to ensure a smoothly operating Centre, and a consistently caring, secure and active environment for all children at all times 

· To maintain confidentiality at all times.

