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	AGENCY
	Department of Defence

	POSITION NUMBER
	DL3018

	POSITION TITLE
	Finance Assistant

	CLASSIFICATION
	LE3

	SECTION
	Defence – DCP Finance

	REPORTS TO (TITLE)
	Finance Manager

	EMPLOYMENT TYPE 
	On-going


About The Australian Government’s Department of Defence
The role of the ADF in Timor-Leste is to assist the Government of Timor-Leste in the development of the Timor-Leste Defence Force (F-FDTL) and Ministry of Defence (MoD) into a professional and capable organisation to protect and defend the national security and interests of Timor-Leste.
 The Defence Cooperation Program is focused on assisting the Government of Timor-Leste, MoD and F-FDTL, with the development of a capable and sustainable defence force that will play a positive role in international and regional security in accordance with the Government of Timor-Leste’s priorities.
About the position
Under limited direction, the Finance Assistant manages the delivery of a high quality, effective financial support for Defence staff and families in support of the Timor-Leste Defence Force (F-FDTL).
Key responsibilities of the position include but are not limited to:
· Provide financial and administrative support to DCP-TL Finance Management, including providing MOD and F-FDTL Financial mentoring advice and assistance if required
· Monitor payments made by DFAT accounts section at the Embassy using SAP and Assist to maintain cash records and reconcile balances
· Liaise with local suppliers on invoice discrepancies
· Process and record payments on commitment register, ensuring proper compliance 
· Prepare financial reports for the DCP-TL Finance Management and assist in managing and maintaining End of Month and End of Financial Year reports in appropriate computer programs including SAP and ROMAN
· Maintain accurate financial and employee payment records, support procurement processes, track financial commitments and budget phasing, and manage LES payroll‑related queries in a timely and accurate manner.
· Provide advice to members on personal entitlements in accordance with Conditions of Service for A-Based and LES
· Assist in LES payroll processing by verifying timesheets and ensuring accurate calculations, as well as supporting audits of internal administrative and financial processes to ensure compliance with the Fraud Control Plan.
· Provide support to the Coord Cell as required.



Required Qualifications/Experience/Knowledge/Skills:
· Tertiary qualification in Accounting, Finance, Business Administration, or a related field
· Significant practical experience in finance or accounting may be considered in lieu of formal tertiary qualifications
· Fluent in English, reading, writing and verbal
· Fluent in Tetum
· Fluent in Bahasa Indonesia
· High level of computer skills, especially in Excel and Word
· Strong attention to detail
· Ability to prepare, review and reconcile financial documents
· Understanding of budgeting and financial reporting
· Experience in procurement and accounts payable processes.
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