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	AGENCY
	Department of Foreign Affairs and Trade

	POSITION NUMBER
	TA6765

	POSITION TITLE
	Corporate Services Officer – Non-ongoing (six months)

	CLASSIFICATION
	LE3

	SECTION
	Administration

	REPORTS TO (TITLE)
	Corporate Services Manager




About the Department of Foreign Affairs and Trade
The role of the Department of Foreign Affairs and Trade (DFAT) is to advance the interests of Australia and Australians internationally. This involves strengthening Australia’s security, enhancing Australia’s prosperity, delivering an effective and high-quality overseas aid program and helping Australian travellers and Australians overseas. 
 
The department provides foreign, trade and development policy advice to the Australian Government. DFAT also works with other Australian government agencies to drive coordination of Australia’s pursuit of global, regional and bilateral interests.

About the position
This is a non-ongoing position for a fixed duration of six months, with the potential for ongoing employment.

Under general direction, the Corporate Services Officer undertakes high-level financial and administrative duties, including the processing of payments, receipts and journals, to ensure the effective financial operation of the post. The position is required to provide back up support to other positions during staff absences. The role operates within and must adhere to a range of Australian legislation.

The key responsibilities of the position include, but are not limited to:
· Perform routine finance and general administrative duties in accordance with departmental guidelines.
· Maintain office equipment and order office consumables and supplies as needed.
· Manage expenditure against the annual bulk spending authority and in accordance with departmental guidelines
· Perform a range of routine financial processes in accordance with departmental guidelines and financial regulations including accounts processing, vendor creation, acquittals, VAT and fringe benefit tax returns and assist with end of month and budget reporting.
· Act as the primary point of contact with the Embassy’s chosen bank including assisting new diplomatic staff to establish local bank accounts.
· Manage advances and debts and process reimbursements for staff, including medical claims.
· Provide administrative and executive support to Australian diplomatic officers, including welcome material, business cards and other duties as required.
· Assist with ministerial and other high-level visits, including organising accommodation and transport arrangements, airport facilitation and meeting requests. 
· Manage and maintain the Embassy telephone directories and electronic files including providing assistance to staff on the use and creation of files as required
· As part of a small team, provide administrative support and back up support as required.

Desirable Skills and Experience
· Strong organisational and time management skills, attention to detail, the ability to work under pressure and manage priorities under limited supervision.
· Excellent written and spoken communication skills in English and Hebrew, including effective liaison and consultation skills.
· Capacity to plan and set priorities, work as a productive member of a small team and show initiative.
· Proficiency and experience with Microsoft Office programs, including Outlook, Word and Excel.
· Proficiency and experience with financial systems (preferably SAP).
· Understanding of Israeli Government institutions.
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