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A position profile explains the purpose of a role, what the person in the role does and the skills and experience someone needs to be successful in the role.


	Position:
	ACCOUNTS CLERK (0.8)

	Team:
	Social Connections 

	Org unit:
	Autism Services

	Reporting manager:
	National Coordination Lead

	Direct Reports
	None

	Location
	The role is designed as fully remote, with work performed from a home-based setting within Australia. For candidates based in Sydney, there is the option to work from Aspect’s National Office in Chatswood.

	Industrial instrument:
	Non-award

	Position number:
	TBC	

	Approval status
	DRAFT

	Date reviewed:
	May 2026 (3-year contract)


Purpose, Vision and Values
An organisation’s purpose explains why it exists, what it aims to achieve, and how it contributes to the community, customers, or broader society. The vision describes the future we’re striving toward while values define who we are. They shape how we work with each other, with the people we support and with the broader community.

Purpose:	A different brilliant® - understanding, engaging and celebrating the strengths, aspirations and interests of people on the autism spectrum.
Vision:	Together, we’re creating a world where Autistic people are seen and valued, and have access to the right support to live, learn, work and play
Values:	Teamwork, Honest and Integrity, Respect, Inclusion, Vibrant and Excellence.

Program Purpose:
A program purpose explains why the team exists, what it’s there to achieve, and how it contributes to the organisation’s goals, helping everyone understand the context they’re working in and how their work matters.

The Improving Social Connections Activity is a nationally coordinated, Autistic-led initiative designed to strengthen peer connection, reduce social isolation and build belonging for Autistic people, families and carers across Australia.
The program operates as a backbone model, enabling and supporting community-led peer networks through governance, coordination, shared resources and capacity building, rather than delivering all services centrally.
Position Purpose:
A position purpose explains why a position exists and what it is meant to do.

The Evaluation Officer is responsible for supporting the design, implementation and ongoing delivery of the evaluation and learning framework for the Improving Social Connections Activity.
The role will ensure that evaluation is practical, low-burden and aligned with lived experience, capturing meaningful outcomes such as connection, belonging, safety and wellbeing. The role will work closely with ARCAP, program staff, Community Partners and Autistic governance structures to ensure data and feedback inform continuous improvement and reporting.
Key Accountabilities:
This section lists the main things the person in the position is responsible for doing.
Financial processing and administration
· Process invoices, payments and financial transactions in accordance with Aspect financial policies and procedures.
· Maintain accurate financial records, documentation and filing systems.
· Support accounts payable and receivable processes across the program.
· Ensure timely processing of payments to suppliers, contractors and Community Partners.
· Contribute to accurate and efficient day-to-day financial administration activities.
Community Partner funding support
· Support financial administration processes relating to on-funding arrangements with Community Partners.
· Track funding allocations, payment schedules, acquittals and supporting documentation.
· Assist with verification and review of financial documentation submitted by Community Partners.
· Support compliance with funding agreements, reporting obligations and financial procedures.
· Help maintain clear, transparent and audit-ready funding records.
Financial monitoring and reporting support
· Assist with preparation of financial reports, expenditure tracking and budget monitoring activities.
· Support reconciliation processes and financial audit requirements.
· Monitor expenditure against approved budgets and escalate discrepancies where required.
· Provide accurate financial data and information to support program reporting and decision-making.
· Contribute to timely and accurate financial reporting processes.
Systems and compliance
· Maintain financial systems and ensure accuracy and integrity of financial data.
· Support compliance with Aspect financial policies, procedures and Commonwealth grant requirements.
· Identify and escalate financial risks, inconsistencies or discrepancies in a timely manner.
· Support audit and compliance activities through accurate recordkeeping and documentation.
· Contribute to continuous improvement of financial systems and administrative processes.
Communication and coordination
· Liaise with internal finance teams, program staff, suppliers and Community Partners regarding financial processes and enquiries.
· Respond to financial and administrative enquiries in a timely, professional and respectful manner.
· Support coordination of financial processes across the program and broader project team.
· Contribute to clear and consistent communication regarding financial requirements, processes and timelines.
· Build positive working relationships that support effective collaboration and program delivery.
What you’ll need to succeed
This section outlines what key skills, experience, and qualities are needed to do the job successfully.

Lived experience
· Help improve work opportunities and experiences for Autistic (and neurodivergent) people.
· Be willing to share your lived experience to help others understand the importance of inclusion and why Aspect is driving change.


Capabilities

	Collaboration
	Demonstrated ability to:
· Work effectively with finance teams, program staff and external stakeholders
· Build positive working relationships
· Support coordinated financial processes across teams

	Teamwork (co-operation)
	Demonstrated ability to:
· Contribute to a positive and supportive team environment
· Work collaboratively to achieve shared goals
· Maintain performance under pressure

	Planning and organising
	Demonstrated ability to:
· Manage financial tasks and deadlines effectively
· Maintain accurate records and systems
· Prioritise work in a busy environment

	Technical skills
	· Experience in financial administration and accounts processing
· Proficiency in financial systems and Microsoft Office (particularly Excel)
· Strong attention to detail and accuracy
· Ability to manage data and documentation effectively



Knowledge and experience
· Minimum 3 years’ experience in accounts administration, bookkeeping, finance support or a similar role 
· Experience processing invoices, reconciliations and financial records accurately and efficiently
· Experience supporting financial reporting and compliance processes
· Experience working within a not-for-profit, government-funded or community services environment (desirable)
· Strong attention to detail and ability to manage competing priorities

Qualifications
Relevant qualification in accounting, bookkeeping or finance (or equivalent experience)

Job requirements
· National Police Check
· Working with Children Check
· Commitment to accuracy, integrity and continuous improvement



Participation requirements for the role

	Frequency refers to an approximate percentage of time in a typical shift or period on duty: 
	Rarely
	Up to 7%

	Occasionally
	8% to 33%

	Often
	34% to 66%

	Continuously
	More than 66% 


 

	Cognitive, communication and emotional demands
These requirements are intended to describe the functional demands of the role and support informed decision-making for applicants. They do not prescribe how tasks must be completed, and reasonable adjustments and flexible work practices will be considered in accordance with Aspect policies and inclusive recruitment practices.

	Requirement
	Frequency

	Leading / facilitating meetings
	Rarely 

	Executive function demands
	Occasionally

	Emotional labour (lived experience)
	Rarely

	Resilience to time pressure/workload
	Often

	Physical and environmental demands
These requirements outline the typical physical and environmental demands of the role and are intended to support applicants in understanding the nature of the work and identifying any adjustments or supports that may assist them in performing the role safely and effectively.

	Requirement
	Frequency

	Sitting 
	Continuously

	Standing, walking 
	Occasionally

	Pulling, pushing, lifting <15kg, reaching, carrying
	Occasionally

	Fine motor skills – keyboarding, writing
	Continuously

	Crawling, stooping, kneeling, crouching
	Occasionally
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