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Position Vacant
Woorabinda Aboriginal Shire Council ("WASC") is currently seeking to employ enthusiastic and motivated individuals to join the Finance Team. The position will be full-time on a 12-month contract. The successful applicants will be responsible for the daily support of processing payroll, accounts payable and accounts receivable tasks in support of the Finance branch.


To be successful in the role the applicant must be able to demonstrate the following:

· Ability to communicate effectively with Aboriginal and Torres Strait Islander people;
· Well-developed verbal and written communication skills including the ability to communicate effectively and courteously;
· Ability to work independently and to use initiative;
· Ability to solve problems;
· Monitor incoming accounts department emails for daily correspondence regarding supplier and customer invoicing.
· Accounts payable: Process, verify and reconcile invoices, manage payments in a timely manner, and maintain creditor records as per council systems and processes.
· Accounts receivable: Process invoices and credit notes, manage debtor records, and follow up on outstanding payment as per council system and processes.
· Bank and account reconciliation: Reconcile supplier accounts against statements, reconcile bank statements and other accounts to ensure accuracy.
· Payroll support: Assist payroll officer by providing information in regard to staff accounts and deductions, changes to Employee details administrative supports. Provide general administrative support and respond to inquiries from customers, suppliers and employees in a timely and professional manner.
· Reporting and Analysis: Assist with preparation of financial reports, journal entries, and support end of month and end of year processes.
· Process payments for accounts payable matters using the approved Council systems and processes.
· Establish new suppliers in consultation with the Finance Manager to enable payment of invoices.



How to Apply:
If you are interested in applying for this position, please submit a brief cover letter explaining why you are the best person for the position and copy of your current resume attention to:


Human Resources Manager
Woorabinda Aboriginal Shire Council 
112 Munns Drive
Woorabinda, QLD 4713

Further details can be obtained by contacting Cindy Warcon
Human Resources Manager at the Council office on (07) 4925 9800 
cindy.w@woorabinda.qld.gov.au




Please note that applications must be received by 12:00pm Friday 29th May 2026.
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