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Position Description
Finance Administrator

Key Responsibilities

Ownership of Accounts Email Inbox
· Take full responsibility for monitoring and managing the accounts@ email inbox.
· Prioritise, action, and distribute incoming emails to the appropriate team members.
· Respond to supplier and customer queries promptly and professionally.
· Ensure all finance-related requests are handled efficiently to support smooth operations.

Balance Sheet Reconciliations
· Prepare monthly balance sheet reconciliations for key accounts (e.g. inventory).
· Investigate and resolve discrepancies promptly.

Intercompany Reconciliations
· Prepare and reconcile intercompany accounts across three entities.
· Ensure all intercompany transactions are recorded accurately and in the correct period.
· Assist with intercompany billing and recharge processes.

Bank Reconciliations
· Perform daily bank reconciliations across multiple bank accounts.
· Identify and resolve unreconciled items, timing differences, and posting errors.
· Liaise with internal teams or the bank to resolve discrepancies.
· Ensure all cash transactions for events are recorded accurately and in the correct period.

Accounts Payable (AP) Duties
· Process, verify, and reconcile supplier invoices.
· Match invoices with purchase orders and resolve discrepancies.
· Prepare and schedule payment runs.
· Maintain accurate records of expenditures and payments.
· Monthly review of AP balances.
· Respond to vendor inquiries and manage supplier relationships.

Accounts Receivable (AR) Duties
· Generate and send customer invoices.
· Process and monitor incoming payments.
· Follow up on overdue accounts and manage collections professionally.
· Monthly review of AR balances.
· Resolve billing issues and respond to customer queries.

Reconciliation & Reporting
· Reconcile AP and AR ledgers to ensure accuracy.
· Maintain complete and organised financial documentation.
· Assist with month‑end, quarter‑end, and year‑end reporting.

Skills & Attributes
· Strong attention to detail and accuracy.
· Excellent communication and relationship‑building skills.
· Flexible, proactive and adaptable.
· Ability to manage high-volume workloads and meet deadlines.
· Proficiency with accounting software, Xero preferred.
· Understanding of basic accounting principles and compliance requirements.
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