Instructions and Template for creating a General Staff Position Description

The University’s Recruitment and Selection Policy, 5.30.1, specifically Section 2.1, refers to the need to develop a Position Description that includes a Duty Statement and Selection Criteria and recommends an outline for the document.

To assist further, the following template has been developed to guide you in creating position descriptions that meet this policy. To use the template simply replace the “example text” with text specific to the position being described.  

Provide brief background information about the organisation unit, including where applicable, a description of the unit, its objectives and reporting relationships.  This helps place the duties and selection criteria in context.  

The statement of duties in a position description must include the primary purpose of the appointment and a list of key tasks or responsibilities.

General staff positions including research-related general staff positions must be classified, before they can be advertised in accordance with the University policy on Evaluation and Classifications of Positions.

The duty statement needs to be an accurate reflection of all the duties. It should be made clear to applicants that duties might later be subject to change following the appointee's Annual Review or as a result of organisational restructuring.

OH&S: Requirements for senior executives and managers, heads of organisational units, supervisors and individual staff are at the University's OH&S web site.

Compliance with the University's Code of Conduct is to be included, in particular their obligation to treat all persons equitably and with respect.

The University regards a staff member's personal behaviour towards and interaction with others as a vital part of the duties of their position.

Selection criteria are specified to ensure that shortlisting, interview assessment and reference checks are made on the same basis for all applicants.  In developing criteria it is preferable not to specify a narrow range of 'essential' qualifications and experience.  It is preferable to design a loose-fitting profile of the ideal candidate to attract the widest pool of applicants to choose from.

Selection should be based on the following areas as they relate to the duty statement for the position and level of appointment.

Qualifications:  For General staff, formal educational or trade qualifications may be "essential" for appointment to some positions and "desirable" for others. See the University's Training Level or Qualifications guidelines for general staff. See 

Policy Number: 5.43.01 


Contact Officer: Associate Director, Employee Relations 


Date Approved by Senate: 27/07/2006


Date last Amended: 27/7/2006


Date..." 
5.43.1 Modes and Types of Employment

Knowledge and Skills:  K&S required to perform the tasks and accept the responsibilities of the position should be specified, alternatively, the capacity to acquire and develop K&S quickly might be acceptable. 
Experience:  Either experience directly related to the duties of the position or more general experience that may be relevant, including experience that has provided the applicant with transportable knowledge or skills should be specified.

Personal Qualities:  Should be considered insofar as they are relevant to performing the duties of the position.  e.g. qualities like judgement, integrity, ability to relate to students, initiative, adaptability or readiness to cooperate with others may be relevant. 
Delete this page before making the Position Description available for distribution.
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POSITION DESCRIPTION


	Job Title:
	Finance Officer


	Organisation Unit:
	School of Academic Discipline

	Reference Number:
	

	Type of Employment:
	Continuing full-time

	Classification:
	 HEW Level 5

	Remuneration:
	A salary package consisting of:
(delete whichever paragraph does not apply.

The following should be used for continuing HEW 4 and above positions or other relevant appointments attracting 17% super)
$xxxxx - $xxxxx per annum base salary (FTE)

$ - $ per annum which includes 17% employer superannuation contribution (FTE)

For staff entitled to 17% employer contributions, UniSuper does not mandate a level of member contribution to superannuation.  However, in order to receive the full standard range of benefits under UniSuper, the member must pay 7% contribution from their salary (or a salary sacrifice equivalent contribution of 8.25%).  It will be assumed that a 7% member contribution will apply unless the member formally notifies UniSuper of a decision to pay a lesser member contribution (or no member contribution).
(The following should be used if HEW 3 or below positions)
$xxxxx - $xxxxx per annum base salary (FTE)

$ - $ per annum which includes 10% employer superannuation contribution (FTE)

It will be assumed that a 3.5% member contribution will apply (or a salary sacrifice equivalent contribution of 4.13%) unless the member formally notifies UniSuper of a decision to pay a lesser member contribution (or no member contribution). A “half contributor” member is entitled to half the rate of benefits payable to a “full contributor”.

You may elect to become a “full contributor” by contributing 7.0% of superannuable salary (in which case the total employer contribution will be an amount equal to 17% of your superannuable salary).

(The following should be used for positions with 9% super)
$xxxxx - $xxxxx per annum base salary (FTE)

$ - $ per annum which includes 9% employer superannuation contribution (FTE)

Appointments on a short term contract basis qualify for 9% of employer contribution; no member contribution will apply unless the member formally notifies Unisuper of a decision to do so (this may be salary sacrificed).
Other options for salary sacrifice include a motor vehicle, laptop computer, campus car parking and "in-house" benefits.


	Closing Date:
	[Insert date, eg: 15 February 2020]

	Further Information:
	[Insert name and phone number, eg: Ms Julie Jones, School Manager, telephone (07) 3365 7529.]


	BACKGROUND

Organisational Environment
The School of Academic Discipline is one of the largest Schools of this type in Australia with x full-time academic staff who are widely published internationally and have extensive research backgrounds. The School has x number of general staff who provide professional, technical and administrative support
The School’s strengths are reflected in its three research centres – the Alpha Research Unit, the Centre for Bravo and the Charlie Research Unit.  Some y students are presently enrolled in the School’s PhD program and, while their areas of research are often linked to these centres, their topics cover most aspects of academic discipline.

Postgraduate coursework programs in Alpha Studies and Bravo Relations are offered internally and externally and provide professional training to both Australian and international students.

Information for Prospective Staff

Information about the University, State of Queensland, living in Brisbane and employment at the University can be found at http://www.uq.edu.au/staff. 

For a full list of benefits of working at the University of Queensland visit our Total Employment Proposition web site at http://www.uq.edu.au/current-staff/index.html?page=133455&pid=108606.

Further information about the Faculty and the School may be accessed on the Faculty’s web site at http://www.uq.edu.au/academic discipline
DUTY STATEMENT

Primary Purpose of Position

To facilitate the management of the School's accounts by processing financial transactions, providing financial advice on procedural and budget matters and preparing financial reports.  To provide administrative support for the School's research program.  This includes supporting academic staff engaged in research, the School's Research Committee (particularly the committee Chair), the Head of School and School Manager.

Duties

Finance

· Preparation of budget reports

· Reconciliation and acquittal of School finances

· Provision of financial advice to senior School managers

· Processing accounts payable (raising orders, paying invoices, processing claims for reimbursement, and preparing overseas payments, interdepartmental requisitions, printing, advertising and stores requisitions) according to relevant University policies.
· Assisting staff to make travel bookings, arrange travel advances and process acquittals

· Reconciling the School's cabcharge and purchase card usage.

· Processing accounts receivable (raising invoices and receipting payments) according to the relevant University policies.

· Processing casual salary claims and providing award analysis.

· Maintaining the School's Asset Register with the assistance of the School's IT Support Officer and Administrative Officer Operations.

· Assisting with the preparation and distribution of monthly financial reports.
· Administration of sessional staff appointments and payment of sessional staff salaries through DA link.

Administration
· Coordinate the provision of administrative and word processing support for the School’s Research activities.

· Assisting with the administrative and financial aspects of the preparation of research grant applications

· Providing advice to researchers on the terms and conditions governing the award and operation of different types of grants.
· Assisting research staff and students complete Travel Forms, Fieldwork Safety Plans and Risk Assessments.
· Maintaining the School's Travel Register.
Other
· Comply with the University’s Code of Conduct (see the University’s web site at http://www.uq.edu.au/hupp/?page=24987)
· Comply with requirements of Queensland occupational health and safety (OH&S) legislation and related OH&S responsibilities and procedures developed by the University or School. (see the University’s web site at http://www.uq.edu.au/ohs/index.html?page=133956)
· Adopt sustainable practices in all work activities and comply with associated legislation and related sustainability responsibilities and procedures developed by the University (see the University’s web site at http://www.uq.edu.au/sustainability/responsibilities
Reporting Relationships

The position reports to the School Manager, School of Academic Discipline
SELECTION CRITERIA

Qualifications

Essential

· Completion of an undergraduate degree; completion of an associate diploma and at least 2 years subsequent relevant work experience or an equivalent combination of relevant experience and/or education/training. 

Knowledge and Skills
· Demonstrated competence in the conduct of administrative work including the ability to review work practices and update procedures and processes or the demonstrated ability to rapidly acquire such knowledge.
· Sound knowledge and understanding of the University's financial management and research administration policies and procedures (eg DA Link, iBuy, Business Objects, Masterpiece Financials, eCrow and Aurion). or the demonstrated ability to rapidly acquire such knowledge
Experience

Essential
·  Knowledge of the use of a wide range of computer applications in a network environment (particularly Microsoft Excel) in a large to medium sized organisation or the demonstrated ability to rapidly acquire such knowledge.
· Knowledge of the processing financial transactions in a large to medium sized organisation. or the demonstrated ability to rapidly acquire such knowledge.
· Knowledge of the preparation and monitoring of budgets and interpreting financial reports or the demonstrated ability to rapidly acquire such knowledge.
Personal Qualities

· Excellent interpersonal skills including the ability to communicate effectively with clients by telephone, email and in person.

· Ability to prioritise own workload, work independently and meet deadlines.


	



	SELECTION PROCESS

A Selection Committee will consider all applications and shortlist candidates for interview who appear to meet the selection criteria at the highest levels.  They will be invited to attend an interview and the remaining unsuccessful applicants will be notified accordingly.

An invitation to attend an interview provides an opportunity to provide further information to the Selection Committee to substantiate your claims against the selection criteria or demonstrate your capabilities.  Please note that for some positions interviews may be conducted by teleconference in the first instance.

The Selection Committee will subsequently seek referee reports, if not sought prior to interview, before making a decision to make an offer of appointment to the preferred candidate.  The purpose of referee checks is to obtain, in confidence, factual information about your past work history, as well as opinions regarding the quality of your work, behaviour in the work place and suitability for the position.  Referee reports may be sought orally, or for academic staff, in writing by post or e-mail.  

Referees should normally include current supervisors or and/or managers.  A referee must be able to comment on your work experience, skills and performance with respect to the selection criteria.  Referee checks conducted after the interview process can sometimes delay notification of the successful candidate and other interviewees.

If you are the preferred candidate, you will receive a written offer of appointment to the position.  Do not take any action, such as resigning from your current position, before you receive a written offer of appointment.

The University of Queensland is an equal opportunity employer.

Smoking is prohibited in all University buildings.

20091112



