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Position Description 

	Job Title: 
	Office Administrator




	Reporting to: 
	General Manager 



	Primary Objective 
	

	To ensure business management and administrative functions are completed in a timely and professional manner for TimberSpan. 



	KEY ACCOUNTABILITIES
	ACTIVITIES/EXPECTED RESULTS

	Health & Safety




	· Ensure all appropriate actions are taken to support safe work practices, policies and procedures relating to your position.  
· Stop any activity on site that could cause an accident.
· Ensure tasks and responsibilities are performed in accordance with the work procedures, product and service standards that relate to your role.


	Office Administration / Reception
	· Attend to all visitors in a professional and friendly manner, ensuring sign in / out on the On Location system. 
· Answer incoming calls according to the Tumu telephone standards.
· Coordinate mail and couriers.
· Arrange meetings / events including any catering as requested.
· Maintain meeting rooms and the kitchen / lunchroom.
· Maintain supplies of stationery, consumables and first aid kits.
· Coordinate travel arrangements as necessary
· Liaise with the Cleaner(s) to maintain product stock levels and discuss any issues arising.


	Accounts Payable & Receivable


	· Reconcile Company credit cards along with supporting documentation and coding.
· Send all supplier invoices into Esker daily and out for approval with all supporting paperwork within 48 hours.
· Proactively investigate differences between invoices, delivery dockets or purchase orders, noting relevant commentary in Esker.
· Proactively chase approval on invoices where they have been waiting in esker for more than one week.
· Ensure payment of suppliers is made to comply with agreed terms of trade or by the last day of the following month.
· Ensure all creditor correspondence is dealt with correctly and promptly.
· Work with relevant staff to ensure all outstanding purchase orders are closed within a timely manner.
· Review all open purchase orders monthly to ensure they are still current.
· Ensure that once invoices have been paid the payment status in Esker is updated immediately.
· On-charge all appropriate intercompany expenses by the end of the month following invoice.


	Stock Management


	· Assist with inwards goods process ensuring stock levels are adjusted accordingly. 
· Follow up on variances in invoices of inwards goods in conjunction with missing receipts and communicate with the relevant Supervisor or Manager accordingly.
· Assist with monthly stock count and reconciliation, by identifying quantity discrepancies of counted vs recorded and making adjustments as directed.


	Project administration
	· Create project numbers, establish filing structures and assist with project documentation. 
· Identify major differences between material quoted and material used and bring to the attention of the Business Development Manager for feed-back Stock movements and dispatches
· Transfer stock used as shown on CNC usage reports from stock on hand to project codes in Xero







PERSON SPECIFICATION 
	QUALIFICATIONS/SKILLS/EXPERIENCE 
	

	Qualifications  

	Essential: 
	Desirable: 

	· NCEA level 3 or similar high school qualification

	· Tertiary qualified in Business, Accounting, Finance, or related discipline.

	Experience 

	Essential: 
	Desirable: 

	· Minimum one year’s experience working in a similar role.
· Experience and familiarity with accounts payable / receivable processes.
· Proven experience in data reporting and reconciliation. 
	· Experience in construction or manufacturing


	Business/Technical Skills 

	Essential: 
	Desirable: 

	· Knowledge and experience with Xero
· High level of accuracy, and attention to detail
· Ability to prioritise and to work and think systematically
· Basic MS Excel skills
· Deadline focussed and effective time management
· Tech savvy, quick to learn current and operate new systems
· Effective at problem-solving and resolving issues
· Able to build effective relationships with a range of people within the business.
	·  Knowledge of Ready Workforce software 
· Knowledge of Esker

· 


	Signed:
	
	Signed:
	

	
	Office Administrator  
	
	General Manager 

	

	Date:
	
	Date:
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