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School Officer – Finance Officer 
POSITION DESCRIPTION 

 

 
1 GENERAL INFORMATION 
 

1.1 Position Information 
 

Position Title: School Officer – Finance Officer 

Classification Level: Level 5 

Status: Continuing 

Employment Type: Full-time (specific times/days of work will be negotiated in conjunction 
with the Principal and Business Manager) 

Team/Department: Finance 

Reports To: Principal, Business Manager 

 

1.2 Employment Information 
 

Employer: Edmund Rice Education Australia Colleges Ltd 

School: St James College 

Location: 201 Boundary Street, Spring Hill, Brisbane 

Agreement: Catholic Employers Single Enterprise Collective Agreement Religious 
Institute Schools Queensland 2023 - 2026 

 

1.3 Organisational Chart 
 
An organisational chart relevant to this position is outlined as ATTACHMENT 1. 
 

1.4 Further Information 
 
For further information about the role please contact René Steenkamp 
rsteenkamp@stjamescollege.qld.edu.au. 
 
 

2 PURPOSE 
 
The Finance Assistant supports the day-to-day operations of the College's finance department. This 
role ensures the timely and accurate processing of financial transactions, assists with reporting, and 
contributes to the effective financial management of the College’s operations. 
 
 

3 QUALIFICATIONS/REQUIREMENTS OF THE ROLE 
 

3.1 Requirements of the Role 
 

• The position must hold and maintain a current Queensland Working with Children Clearance 
(Blue Card) 

• The position is subject to EREA and legislative Screening procedures and St James College 
training requirements in adherence to EREA’s commitment to child protection policies and 
procedures. 

 
3.2 Qualifications of the Role 
 

• Strong organisational and time management skills 
• Sound knowledge of accounting principles and financial systems 
• Proficiency in Microsoft Office, particularly Excel 
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• Excellent attention to detail and accuracy 
• Ability to maintain confidentiality and uphold professional ethics 
• Previous experience in a finance or accounts-based role is preferred 
• Experience in a school or educational environment is beneficial, including knowledge of 

financial software used in schools 
• Understanding of school funding and fee structures 
• Certificate III or higher in Business Administration, Accounting or equivalent 

 
 

4 TYPICAL DUTIES 
 

The typical duties of the role may include: 
 
4.1 Fees and Fees Concessions processing and administration: 

• Working with the Finance Manager to assist in the processing and organisation of student 
fees and payments. 

• Assisting the Business and Finance Managers with processing and organisation of fees 
concessions. 

• Processing and tracking of payments for co-curricular activities and events throughout the 
year. 

• Fees debtor management – communicating with families on a regular basis to manage 
payments and resources. 

 
4.3 Customer Service: 

• Respond to finance-related queries from staff, parents, and external stakeholders in a 
professional and timely manner. 

• Work collaboratively with the administration and leadership teams. 
 
4.4 Provide support and assistance to the broader finance team, as required and time permitting. 
 
4.5 Commitment to College Values, Policies, and Procedures 

• Actively uphold and promote the values and ethos of the College and Edmund Rice Education 
Australia (EREA). 

• Maintain awareness of and adherence to the EREA Charter and Child Safeguarding 
Standards Framework. 

• Demonstrate professional behaviour, conduct, and presentation that reflects the values and 
expectations of the College. 

• Comply with relevant legislation and College policies, including: 
- Workplace Health and Safety. 
- Risk Management. 
- Equal Opportunity and Anti-Discrimination 

• Carry out additional duties as reasonably directed by the College’s administration or 
leadership team to support student services and school operations. 
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