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	Role Title
	Accounts Assistant / Receptionist

	Reports to:
	Finance Manager

	Who Reports to this role:
	Not applicable

	Role Purpose
	To provide front of house reception support for Central Heating New Zealand while assisting the Finance Manager and Assistant Accountant with the effective delivery of Accounts Receivable, Accounts Payable and other finance functions.

	Company Purpose
	To raise the standard of heating in New Zealand homes and businesses

	Core Values
	We passionately believe in what we are doing
We continue to innovate grow and develop
We value each other’s strengths and efforts for the team
We are upfront in what we say and do
We take pride in delighting the customer

	Key Functions
	Accounts Payable Ensuring supplier invoices are processed accurately and in a timely manner; coordinating approval of invoices for payment in line with delegated levels of authority; preparing monthly and weekly payment runs for approval in Westpac; and completing reconciliations of supplier statements.

Accounts Receivable Monitoring and following up on outstanding trade debtors; importing and reconciling SIMPRO into Accredo; processing customer rebates and credits; generating monthly customer statements and assisting with resolving related invoice queries; preparing the outstanding debtors report; and highlighting any issues in a timely manner.

Banking Entering and reconciling all receipts received into the 01 Account in a timely manner.

Returns Authorities and Damage Claims Assisting the Assistant Accountant with the processing of return authorities, damaged goods, and other product returns; coordinating with internal teams to ensure returns are recorded accurately; ensuring customer credits are processed correctly; maintaining accurate inventory records in relation to returned or damaged items; and supporting the resolution of any related queries to ensure records remain accurate across systems.

General Administration and Finance Support Assisting with customer credit applications; supporting fleet administration, including RUCs, licences, WOFs, and servicing; assisting with travel arrangements such as flights, accommodation, and car rentals; providing general office support as required; and assisting the Finance Manager and Assistant Accountant with other finance or administrative tasks as directed.

Reception Welcoming visitors and customers in a professional and friendly manner; answering and directing incoming phone calls to the appropriate team members; managing general reception duties, including handling enquiries and providing basic information about the business; ensuring the reception area remains tidy, organised, and presentable; and receiving and distributing mail and deliveries.


	Qualifications
	A Diploma in Accounting, Business Administration, or a related field is desirable but not essential.
This role may also suit someone currently working towards an accounting qualification, or someone with equivalent practical experience in an administration, reception, or accounts support role.

	Previous Experience
	1–3 years’ experience in a reception, administration, or accounts support role.
Knowledge of, or exposure to, the building, plumbing, or heating industry (desired).

	Behavioural Competencies
	Exceptional attention to detail
Accuracy with the ability to identify issues
Team player with a can-do attitude
Pro-active with a proven record and enthusiasm to make system improvements.
Cheerful, upbeat, and the ability to handle pressure and deadlines.
Great time management skills, with the ability to prioritise tasks and handle pressure and deadlines.


	Technical Competencies
	A confident user of excel 
Knowledge of Accredo or similar accounting system 
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