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What may you be doing? 

How do you get there?


Where will it take you?


 What are the benefits?

 
An office Administrator may be responsible for:





Administering all aspects of payroll – work cover, superannuation, human resources etc.


Data entry and publishing weekly financial reports


Accounts payable


 BAS , payroll tax ,diesel rebates returns and annual returns


Assisting the Financial Controller


Assisting the General Manager


Liaise with external accountant and banks





An accounting background is essential to be an Administrator.  Excellent interpersonal skills are also essential.





To become an accountant usually requires the completion of a degree majoring in accounting. Entry to relevant degree courses usually requires completion of VCE with a pass in mathematics.





An Administrator may gain promotion as Financial Controller or to positions of greater responsibility as the company grows or may transfer to larger companies, which offer positions of greater responsibilities.
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The Administrator undertakes a range of functions to ensure the smooth operation of the administration activities within an organisation. 








Salaries are paid above award and are renegotiated annually to reflect increased skill levels.








