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Job Description
Finance and Commercial Services Department
Assets Officer
Position: 
Assets Officer
Department:    Finance and Commercial Department

Division: 
Finance Division
Salary:

GR6/1 $28,099.00 p.a 
Term:

Permanent 
Description

The Assets Officer reports directly to the Manager - Finance and Commercial Department through the Principal Finance Officer

Duties and Responsibilities
1. Asset Recording & Inventory Management
· Maintain and update the Fixed Assets Register (FAR) with details like asset location, ID numbers, and custodians.

· Perform routine physical verification and stocktakes (quarterly/annually) to reconcile physical assets against system records.

· Ensure all newly procured equipment is properly tagged (barcodes/QR codes) and assigned to the correct user. 

2. Asset Movement & Maintenance
· Process and record authorized asset transfers, ensuring signed documentation is filed for auditing.

· Monitor the condition of assets (e.g., office equipment, vehicles) and coordinate preventative maintenance or repairs with relevant teams. 

3. Depreciation & Financial Reporting
· Calculate and process periodic asset depreciation.

· Assist the Finance / Senior Finance Officer in end-of-month and end-of-year financial reporting, ensuring asset values are accurately reflected. 

4. Disposal & Write-offs
· Identify obsolete, damaged, or lost assets and initiate the disposal or write-off process in compliance with internal policies and national regulations.

· Coordinate with relevant Department for write-off and public auction phases. 
     5. Ensure that the accounting policies and procedures are practiced and observed by holding regular audit   checks and reviews.  
6. Conduct counts of inventory and fixed asset to ensure that they are matched to the general ledger
7. Assist in prepare Monthly Financial Reports for Management

8. Any other duties as allocated and agreed to by Manager- FCD and Principal Finance Officer

Selection Criteria

· Tertiary qualification of Bachelors of Commerce/Accounting or relevant discipline from a recognized institution.
· Three (3) to five (5) years of working experience in Assets management.

· Demonstrated knowledge of the fixed asset lifecycle, including acquisition, depreciation, capitalization, and disposal.

· Managed a registry of authority fixed assets. Processed monthly capitalization matching company policy. Applied straight-line methods.

· Knowledge of accounting standards (such as AASB 16 / IFRS 16) and tax regulations relating to fixed assets.

· Maintained compliance with IFRS standards for asset impairment testing. Reconciled the asset register against the general ledger monthly. Investigated and resolved variances promptly.

· Strong communication skills to liaise with internal departments regarding asset movements and budgeting and disposal.

· Collaborated with IT and procurement department to tag new equipment.
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