
 

Position Description 
 

Position Title  Senior Finance and Payroll Officer 
Location Mosman Prep, Mosman 
Employment Terms Part time, 4 days per week, or flexible arrangement based on 

0.8 FTE 
Commencement September 2026  
Classification/Grade/Band Clerical and Adminstration Services Employee 
Reporting Relationships Reporting directly to the Director of Business Operations 
Fundamental Purpose of 
the position 

Supporting the financial management and payroll obligations 
of the School and its broader operations 

 
​
THE ROLE – Senior Finance and Payroll Officer 

 

Mosman Preparatory School is seeking a dedicated and detail-oriented Senior Finance and 
Payroll Officer to join our Operations Team. This is an exciting opportunity for a finance 

professional who enjoys working in a dynamic school environment and contributing to both 

financial excellence and operational effectiveness. 

 

The Senior Finance and Payroll Officer plays a key role in supporting the financial 

management of the School and its broader operations. Reporting to the Director of Business 

Operations, this position provides practical support and oversight across all finance and 
payroll processes, ensuring accuracy, integrity, and compliance. 

 

This is a hands-on position requiring a high level of accountability, exceptional attention to 

detail, and the ability to effectively partner with stakeholders across the Operations team and 

Faculty staff. The role provides the opportunity to take ownership of a critical function while 

contributing to ongoing process improvements and systems optimisation. 

 

​
KEY DUTIES AND RESPONSIBILITIES  

●​ Process supplier invoices and prepare weekly payment runs 
●​ Prepare and process electronic payments 
●​ Manage the end-to-end accounts receivable function including tuition fee invoicing, 

ancillary business income management, and debtor management 
●​ Maintain the General Ledger, including preparation of journals and reconciliation of all 

balance sheet accounts on a monthly basis. 

 



 

●​ Manage and maintain the School’s Asset Register. 
●​ Manage and maintain the School’s Leave Register. 
●​ Assist with month-end reporting and processing, including: 

○​ Management reporting preparation 
○​ Actual versus budget analysis 
○​ Balance sheet reconciliations 

●​ Complete corporate credit card reconciliations. 
●​ Deliver monthly budget analysis and variance reporting. 
●​ Prepare and process end-to-end payroll function on a fortnightly basis, ensuring 

accuracy and compliance with applicable Multi Enterprise Agreements, and explanation 
of variances. 

●​ Respond to staff queries related to pay slips, tax, superannuation, and leave balances 
●​ Ensure compliance with PAYG obligations, superannuation remittance, and leave 

entitlements. 
●​ Support the wider Operations Team, including providing coverage during staff leave, 

and assistance with general administrative tasks as required. 
●​ Respond professionally to finance-related enquiries from staff, parents, and the School 

community. 
●​ Support year-end activities, including: 

○​ Budget preparation 
○​ Audit coordination and documentation 
○​ Financial reporting requirements 

●​ Take ownership of finance process improvements and system enhancement projects. 
●​ Other responsibilities as discussed with the Director of Business Operations. 

  
Experience Required​
 

●​ CA or CPA qualified with strong technical accounting expertise 

●​ Minimum 5+ years experience in a senior financial accounting role. 

●​ Advanced financial reporting, reconciliation, and technical accounting skills. 

●​ High attention to detail with strong analytical and problem solving capabilities 

●​  Excellent stakeholder engagement and communications skills. 

●​ Demonstrated strong experience in financial accounting and payroll systems, with 
exposure to school systems well regarded, but not essential 

●​ Strong communication and interpersonal skills 

●​ Ability to work independently and as part of a teamExperience within an education or 
not-for-profit environment is desirable, but not essential 

●​ Strong administrative and organisational skills, with the ability to manage complex 
tasks, prioritise competing deadlines, and maintain a high level of accuracy and 
consistency. 

 



 

●​ Advanced IT proficiency, including Microsoft 365 applications, with strong Excel 
capability 

●​ High level of professionalism, including discretion and confidentiality when handling 
sensitive payroll, financial, and personal information. 

 
 
ESSENTIAL CRITERIA 
 
KNOWLEDGE, SKILLS AND EXPERIENCE 
 

•​ Strong administrative and organisational skills including use of technology. 
•​ Time management and prioritising skills. 
•​ Effective interpersonal skills. 
•​ Problem solving skills. 
•​ Ability to work collaboratively with colleagues. 
•​ Understanding of social and emotional needs. 
•​ Behavioural management skills. 

 
 
ESSENTIAL SKILLS AND ATTRIBUTES: 

 
•​ Willingness to actively support the Christian ethos of the School. 
•​ High social and emotional intelligence, and a commitment to relationship and 

collaborative practice. 
•​ Ability to solve problems, set priorities, support others, show initiative and be flexible. 
•​ Strong oral and written communication skills. 
•​ Commitment to high professional standards and ethical behaviour. 
•​ Working knowledge of work health and safety legislation and child protection 

requirements. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 
STATEMENT OF COMMITMENT TO CHILD SAFETY​
 
At Mosman Preparatory School we are committed to ensuring that our recruitment practices 
create a safe and supportive environment for all students. We recognise that children and 
young people are to be valued and respected and we expect all employees, volunteers and 
contractors to demonstrate an ongoing and proactive commitment to the safety and 
wellbeing of all persons, with a specific focus on the safeguarding of children. It is the 
expectation of Mosman Preparatory School that a successful applicant has an understanding 
of children’s diverse needs and that all interactions with children and young people foster 
and demonstrate a commitment to a supportive and child safe culture. 
​
The appointment of successful applicants will be subject to rigorous employment screening 
for child-related employment. 
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