
	 St Francis Primary Nathalia

St.	Francis	Primary	are	currently	seeking	a	full	time	Administration	/	Finance	Officer	to	begin	23	January	2023.		The	
Administrative	Officer	(Finance)	assists	in	the	administrative	functions	of	the	school	to	ensure	accountability	and	
support	to	school	staff	and	families.		This	position	requires	the	ability	to	analyse	financial	data,	as	well	as	handle	
multiple	school	tasks	daily.


Applications	are	invited	from	qualified	teachers	who	have:

• A	strong	commitment	to	Catholic	Education	and	Catholic	Identity

• Have	excellent	interpersonal	skills

• Experience	in	office	finance	procedures,	including	payroll,	accounts,	bank	recs,	BAS	statements	etc…

• Competency	in	computer	skills	and	technology

• Willingness	to	train	with	new	school	admin	package

• Certificate	IV	or	above	in	Business,	Accounting,	Human	Resources,	or	a	similar	field	is	desirable. 


Requirements:

	 Application	forms	and	information	packages	are	available	via	our	School	Website:		 

	 	 www.sfnathalia.catholic.edu.au	(Our	School	-	Employment	link)


Email	applications	to:

	 Mr.	Matt	Knight

	 principal@sfnathalia.catholic.edu.au


Applications	close:	

	 4pm	on	Monday	5th	December,	2022

St Francis Primary, Nathalia promotes the safety, wellbeing and inclusion of all children.

Administration / Finance Officer

Full	Time	Ongoing
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