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	Position Title
	Service Centre Senior Analyst

	Group/Portfolio
	Service Centre 

	Classification
	HEW Level 6

	Position Number
	00062752

	Reports To
	Service Centre Operations Manager 

	Employment Type
	Fixed Term 













Position Purpose
The Service Centre Senior Analyst plays a key role in supporting the integrity and efficiency of financial operations across the University. This position is responsible for ensuring accurate and compliant financial processing, with a strong focus on customer service, attention to detail, and problem-solving.
The incumbent will apply their finance systems knowledge and understanding of legal invoice requirements to perform detailed reconciliations and support payables functions. They will work autonomously and collaboratively to prioritise tasks, resolve issues, and contribute to continuous improvement in finance operations.
This role is critical to fraud and corruption control at the University. The incumbent will ensure they understand and apply the University’s Fraud and Corruption Control Framework and effectively manage prevention, detection, and reporting controls within their function. 
The Service Centre Senior Analyst is a team player who supports both their immediate function and broader Service Centre. The incumbent may be required to work flexibly across finance disciplines through job rotation or to support team workloads.
Eligibility Requirements
· The occupant of this position will hold a tertiary qualification with subsequent relevant experience, or an equivalent combination of relevant experience and/or education/training.
Key Responsibilities
· Ensure financial transactions are processed accurately and in compliance with legal and regulatory requirements, particularly in relation to invoices and credit notes.
· Perform reverse invoicing and reconciliation activities for Campus Life and Concur systems, ensuring timely and accurate reporting.
·  Build team capability through guidance, training, coaching and advice on complex cases, supporting operational effectiveness, workload management and issue resolution.
· Deliver high-quality customer service to internal and external stakeholders, responding to queries and resolving issues with professionalism and efficiency.
· Maintain and advance knowledge of finance systems, trends, and legislation to effectively support financial operations, ensure compliance, and drive best-practice improvements that enhance operational efficiency and accuracy.

· Work autonomously to manage competing priorities and solve problems, escalating complex issues where necessary. 
· Maintain a strong attention to detail in all financial processing and reporting activities.
· Promote and demonstrate cultural behaviour in accordance with the Fraud and Corruption Control Framework and the University's Integrity program. This includes acting with integrity in undertaking duties and implementing processes to effectively prevent, detect, and respond to fraud and corruption within the University.  
· Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and communicate at all times to reflect fairness, ethics and professionalism.
Key Capabilities
Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context.
To read about some of the non-technical organisation skills for this position, please see the Leads Self section of our Capability Development Framework.
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