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Job Description

	Accounts Administration 

	Department
	Head Office, Finance 

	Location
	Palmerston North 

	Tier Level
	A3

	Reports to
	Associate Manager - Finance 

	Direct Reports
	Nil



ABOUT TOYOTA
[bookmark: _Hlk161298857]Toyota New Zealand is a wholly owned subsidiary of Toyota Motor Corporation, Japan and in 2024 celebrated 37 years of vehicle market leadership in New Zealand. As the leading automotive brand in New Zealand, Toyota is focused on winning the hearts of New Zealand through exceptional customer experience and mobility for all. We want to make mobility available to everyone, with accessible, affordable, safe innovation and technology that enhances New Zealanders’ lives. We are a brand that is accessible to all Kiwis, and we back positive progress in New Zealand society through our own behaviours, community involvement, sponsorships, and inclusivity of all New Zealanders. We also care about being a sustainable business with sustainable practices, while supporting initiatives and programmes that look after our environment.

ABOUT OUR DEPARTMENT
The Finance Department is responsible for the financial health of the organisation. We record all financial transactions of the company, including preparation and presentation of financial and management reports. We also provide financial information and assistance to internal departments as well as the preparation and monitoring of budgets.
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· TNZ Departments
· External Stakeholders
· Debtors
· Creditors


PURPOSE OF THE JOB
The purpose of the Accounts Administrator role is to support the accounts payable and receivable functions for the business to support the correct payment and distribution of invoices. This role includes the processing of month end and reconciliation of receipting and payment processes and support to the entire Finance function.


KEY ROLES AND DUTIES 	
	OUTPUTS REQUIRED
	ACHIEVED BY

	Accounts Payable 

	· Administration of accounts payable invoices including data entry processing, invoice verification and processing of payment runs
· Responsible for the receipting and distribution of invoices throughout the business
· Point of contact for accounts payable supplier queries 
· Reconciliation of GL accounts 
· Manage direct debit payments
	· Ensure invoices are reviewed for accuracy and coding prior to entry
· Ensure that all invoice details are correct with Approval Plus
· Ensure all invoices are allocated to the correct approver
· Follow up with uncoded invoices 
· Processing of invoices for payment throughout accounts payable systems
· Follow up with internal late supplier payments to ensure internal approvers complete invoices in Approval Plus
· Responsible for the reconciliation of assigned GL accounts
· Respond to supplier queries within one working day
· Ensure payment requisitions are processed against the correct criteria

	Accounts Receivable 

	· Processing of Accounts Receivable payments 
· Administration of all payment requisition payments 
· Processing of refunds 
· Daily bank reconciliation
	· Organise the payment of invoices to vendors
· Follow the correct payment process from start to finish
· Correct processing of account receivable payments
· Reconciling bank balances to receipting and payments made on a daily basis

	Month End

	· Completion of assigned monthly account reconciliation process
· Complete assigned expense and other re-allocation journals
	· Complete all assigned month end journals and reconciliations
· Ensure Approval Plus invoices have been distributed correctly
· Close off of all Accounts Payable processes
· Ensure the integrity of financial information provided to internal and external users is to a high standard
· Ensure all month end reporting is completed to deadlines

	Finance Administration 	

	· Responsible for the processing of miscellaneous invoicing 
· Completion of JDE invoicing as required
	· Work with internal users to support the use of JDE and resolve any ad hoc queries as required
· Investigation into invoicing and charges as required for correct processing
· Backup distribution of VISA and Z Card Statements

	 Administration 

	· Processing of direct debits on a regular basis
· Backup responsibility for the maintenance of Z cards for TNZ staff
	· Back up alignment of overseas direct debit payments with Daily foreign exchange rates
· Back up administration of Z cards, including Z card ordering, correct cost centre and direct debit forms are completed

	Health and Safety

	· Complies with Toyota’s Workplace Health and Safety policies and procedures
· Takes personal responsibility for managing own safety and that of others
· Is actively engaged in the ongoing development of health and safety
· (If applicable) When working remotely, has a distinct area that provides a safe and reasonable working environment
	· Uses PPE as appropriate for the task
· Accidents, incidents and hazards are reported within 24 hours
· Participates in health & safety training 
· (If applicable) Provides verification that all health and safety requirements are met within any remote working environment

	Team
	

	· Works collaboratively with team members
· Build and maintain key working relationships 
· Assists team members with training activities as required
· Participate in team meetings and training sessions as required
· Participate in meetings and reviews with manager, is proactive in asking for help or training when needed
	· Regularly communicates and shares information with team members, is friendly and polite 
· Is responsive and easily contactable during working hours
· Makes oneself available to attend meetings and training sessions when requested
· Actively and constructively participates in meetings and training sessions

	Ad Hoc

	· Undertake other duties reasonably within your capability as required by Toyota New Zealand
	· Maintains a professional, positive and self-motivated attitude with a willingness to go the extra mile to assist others



PERSON SPECIFICATION
To be successful in this position and to be able to make a positive difference, you will ideally have:
Experience
· At least 3+ years’ experience in a similar role

Skills
· Solid understanding of accounting principles
· Ability to work autonomously and as part of the broader team
· Appropriate handling of sensitive information
· Strong varied experience with accounting software

Other Requirements
· New Zealand Citizenship or New Zealand Permanent Residency
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TOYOTA NEW ZEALAND LIMITED

29 Roberts Line, Palmerston North 4414

PO Box 46, Palmerston North 4440, New Zealand
Telephone: +64 6 350 3400
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