
	Position Description

	Job title:
	Graduate / Junior Accountant

	Location:
	Head office, Lower Hutt

	Reporting to:
	Head of Finance

	Date:
	November 2024

	

	Purpose

	
This role is responsible for supporting day-to-day financial accounting and month-end tasks, including Accounts Payables, Receivables, Customer finance queries, Payroll preparation, and other administrative accounting support.

This role is part of the Accounting & Finance team of four, reporting to the Head of Finance and directly supporting the Company Accountant.

This is an excellent development opportunity for an individual comfortable with the administrative side of accounting but with the appetite and drive to grow their commercial accounting experience.

Direct reports – nil.




	Area
	Activities

	Financial Accounting Processing
	· Daily bank reconciliations and transaction coding into the finance system (Xero)
· Accounts Payable and Receivable processing and management
· Staff Credit Card transaction reconciliations and reporting 
· Fixed Asset Register management
· Manage queries in the finance accounts inbox to ensure prompt and accurate responses to internal and external customers
· Customer billing processes and revenue reconciliations 
· Supplier invoice processing and payments
· Payroll preparation support
· Financial analysis and budgeting/planning support
· Other key financial and accounting BAU and month-end activities


	Tax & Statutory Compliance
	· Ensuring operational tax (GST & FBT) is calculated and paid on time
· Assisting with year-end audit queries

	Stakeholder Relationship Management
	· Develop and nurture relationships with key stakeholders internally including Customer Support, Marketing, Sales, Data, Engineering and Product

	Other Duties
	· Engage in financial system development and process improvement projects as required
· Carry out other accounting/finance and business duties as requested






	Experience & Qualifications

	•	Tertiary degree in Accounting, Finance, Economics, Business, or equivalent
•	Proficiency in Microsoft Office, particularly Excel
•	Experience with Xero is highly desirable
•	Progress in CA qualification is advantageous
•	Adept at multitasking, time-management and prioritization skills
•	Strong written and oral communication
•	Problem-solving aptitude and analytical mindset



	

	•	Strong work ethic and aligned to organizational values and ethics
•	Works well in teams but also be self-directed and self-motivated
•	Detail-oriented
•	Integrity and Trust
•	Decision quality
•	Problem solving
•	Listening skills
•	Customer Focus
•	Drive for results
•	Flexibility
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