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	Blue Mountains Aboriginal Culture & Resource Centre

(ACRC)

An Aboriginal Corporation

                         ABN  72 778 150 873

ICN  2827
	14 Oak Street

Katoomba NSW 2780

P.O. Box 334

KATOOMBA NSW 2780
Email:

manager@acrc.org.au
Phone: 4782 6569



The Blue Mountains Aboriginal Culture and Resources Centre (ACRC) are looking to employ an energetic person with a vibrant personality to fulfil the role of an Admin/ bookkeeper role. The successful applicant will ensure the day to day running of financials and general office organisation is of a high standard. The position will be on a casual basis 18hrs a week, with a view of extending this to a full time role if funding allows. The position is Aboriginal identified, however all applicants are encouraged to apply. The position will be diverse, with duties including. Final closing date for position C.O.B 25thrd September 2015
· Fortnightly pays

· Superannuation
· Bas Preparations

· Bank reconciliations

· Acquittals

· Monthly forecast and reporting

· P&L Statements

· Annual budgets

· Accounts Payable/ receivable

· Petty Cash

· General Admin duties – data entry-filing-photo copying/scanning etc.

· Customer service answering phones/ taking messages.

· Haccp documentation

For full job package please email Wayne Cornish: Email manager@acrc.org.au or call (02) 4782 9402 Mob: 0447 983 275
