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Position Description
	Job Title:
	Graduate Accountant

	Responsible to:
	Finance Manager

	Primary Objective

	Assist with secretarial and compliance requirements.
Support cash management activities.
Complete tax-related responsibilities accurately and on time.
Complete accounting and month-end responsibilities for assigned entities.
Support payroll processing and provide back-up as required.
Support Management and the Finance team.

	Key Accountabilities
	Activities / Expected Results

	Accounting
	Complete management accounts for assigned entities, fully investigating anomalies in margins or expenses, and provide them to the relevant supervisor for review and distribution within agreed timeframes.
Complete balance sheet reconciliations.
Manage suspense accounts.
Ensure all work papers are reconciled, accurate and kept up to date.
Develop knowledge and understanding of accounting and tax standards and apply this knowledge in day-to-day work.
Assist with the annual audit process, including responding to auditor queries and gathering supporting information.
Assist with Group supplier reviews, ensuring accurate costing information is collated, and recommendations are supported by evidence.

	Group Tax Management
	Complete RWT and DWT returns, ensuring they are filed and paid to Inland Revenue on time.
Complete PAYE, GST, and FBT returns as required, ensuring they are filed and paid on time.
Ensure no penalties or use-of-money interest are incurred on any tax type.

	Group Secretarial & Compliance
	Assist with maintaining the statutory registers of the company, incorporating shareholder and director changes.
Action and document dividend payments.
Complete statistical returns accurately and file them by their due dates.
Develop an understanding of compliance requirements under the New Zealand Companies Act.
Complete secretarial and compliance tasks to a high standard of professionalism and accuracy, within required timeframes and statutory requirements.

	Purchase Orders / Creditors
	Provide assistance and cover to accounts payable as required.
Process goods inward receipts within 24 hours of receipt against the computer order where appropriate.
Enter supplier invoices into Maxim within 48 hours of receiving them.
Ensure invoices with appropriate proof of order and receipt are provided to Management for approval regularly so no invoice waits longer than one week for approval.
Proactively investigate differences between invoices, delivery dockets, or purchase orders, recording relevant commentary on invoices.

	Payroll
	Check and process payrolls as required and ensure errors are corrected in sufficient time for payroll to be completed by its due date.
Complete payday filing, publish payslips and import wage transactions within 24 hours of payment.
Maintain strict confidentiality over payroll information.
Act as back-up for the Payroll Officer during periods of absence or leave as required.

	Cash Management
	Load payment batches into the bank as required.
Assist the Finance Manager and Accounting Assistant with cash flow forecasting as required.

	Support for Management & Finance Team
	Complete tasks or projects assigned by the Finance Manager, Senior Finance Manager and other senior management.
Proactively provide back-up and assistance when someone in the Finance team is on leave or as the need arises.
Adopt a team approach, assist other staff where required and contribute to their development.

	Customer Service
	Apply professional standards and procedures to ensure customer expectations are met.
Incorporate Tumu telephone performance standards when responding to telephone enquiries.
Action all enquiries in a timely manner.

	Business Systems & Continuous Improvement
	Display a proactive attitude towards continual improvement in all areas of the business involved in the role.
Maintain the business systems supported by the role to ensure they remain current and accurate, including U Fix It, Good on U, security, and gate tags/keys as applicable.

	Multiskilling
	Train other team members in key functions of the role to build capability and provide support during peak periods.
Learn key functions of other Finance team roles to enable effective back-up when required.

	Health & Safety
	Observe safe work practices, policies, and procedures relevant to the role.
Stop any activity on site that could cause an accident or injury.
Help maintain a safe working environment that supports quality and productivity.
Report unsafe or poor work practices, or misuse of plant or machinery, to the appropriate supervisor or manager.



	Signed:
	________________________________
	Signed:
	________________________________

	
	Graduate Accountant
	
	Finance Manager

	Date:
	________________________________
	Date:
	________________________________





Person Specification
	Qualifications / Skills / Experience

	Qualifications

	Essential:
Accounting degree.
	Desirable:
Working towards Chartered Accountant (CA) qualification, or a clear desire to do so.

	Experience

	Essential:
Prior accounting experience is not essential; this is suitable for a graduate entering the profession.
	Desirable:
Part-time, casual or vacation work undertaken while studying that demonstrates initiative, leadership, reliability, and a drive to improve.

	Business / Technical Skills

	Essential:
Quick thinker with strong problem-solving capability.
Commercially driven, with the ability to consider issues through a commercial lens.
Excellent verbal and written communication skills.
Ability to build strong, constructive relationships with a wide range of people across the business.
High computer literacy and confidence learning and operating new systems.
Strong accuracy and attention to detail.
Ability to prioritise, work systematically and meet deadlines.
Strong MS Excel skills, with the aptitude to further develop analytical capability.
Initiative, curiosity, and the ability to quickly grasp complex issues.
Positive attitude and aptitude to learn, including a willingness to take on a broad range of tasks as part of the learning journey.
	Desirable:
Knowledge of Business Central ERP or similar accounting/ERP software.
Exposure to payroll, tax compliance, or month-end accounting processes.
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