
Job Description 
 

Present Incumbent:  Job Title:  Finance Manager 

Team:   Reports to: Treasurer/Chairman Level:   

Purpose: 
To have overall responsibility for the day to day book-keeping and accounts preparation of a number 
of group companies. The individual will also be responsible for preparation of annual budgets and 
managing the budget variances on a regular basis and will be responsible for the cash management of 
the group companies.  

Responsibilities and Accountabilities: 

 Responsibility for day to day book-keeping of all group entities 

 Monthly reconciliation of intra group balances 

 Monthly reconciliation of all bank accounts 

 Preparation of monthly reports for board and executive meeting  

 Filing quarterly management accounts with the regulatory body  

 Preparation of year end accounts for all entities subject to audit  

 Responsibility for designing controls around cash handling in a cash based business 

 Completion and submission of quarterly GST Returns  

 Reconciliation of monthly payroll data  

 Reconciliation of purchase and sales ledger  

 Responsibility for credit control, supplier payments and cash management  

 Provide ad hoc reports for members of the executive 

Skills: 

 Has a complete and thorough knowledge of book-keeping and accounting for a range of different 
entities 

 Deep understanding of local taxation issues including the submission and filing of payroll taxes 
and GST  

 Preparation of monthly payroll from source data for multiple payrolls 

 Possess a strong technical knowledge and understanding of current accounting regulations and 
issues 

 Strong discipline around credit control and cash management  

 Ability to work to agreed timetables and to prepare the necessary reports for board and other 
executive meetings  

 Has excellent communication, interpersonal, planning and organising skills in order to effectively 
manage a team and is able to display initiative and lateral thinking coupled with good problem 
solving and analytical thinking ability 

 Highly PC literate with excellent knowledge of Windows software,  Quickbooks and online 
banking packages 

 Ability to prepare year-end financial statements and file suitable for audit purposes in addition to 
communicating and dealing with audit queries 

  



 

Qualifications/Experience: 
Possesses a relevant accounting professional qualification coupled with at least 5 years relevant work 
experience or qualified by experience with over 10 years’ experience in a similar environment.  

 

The above is intended to describe the general nature and level of work being performed by 

the incumbent of this job. They are not intended to be an exhaustive list of all responsibilities 

and activities required of the position. This is a part time position with some weekend work 

required with remuneration commensurate with experience.  

 

I confirm that I have read and understood the duties and responsibilities outlined in this Job 

Description and accept them as part of the condition of employment. 

 

Employee’s signature: ___________________________   Date______________________ 

 

 

Position:  ____________________________ Date____________________________ 
 
 


