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Job Title: Financial Administrator
Location: National Office in Wellington
Project: People for Us
Reports To: People for Us Manager and People First National Finance Manager
Position Overview:
The Financial Administrator will support the People for Us project in the management of financial processes, ensuring compliance, transparency, and efficiency in all financial matters. 
This role will be responsible for processing financial transactions, preparing financial reports, maintaining accurate records, and supporting budget management. The ideal candidate will have strong organizational skills, attention to detail, and experience with financial management systems.
Key Responsibilities:
1. Financial Transaction Management:
· Process invoices, receipts, and payments for the People for Us project.
· Maintain accurate financial records in accordance with People First NZ policies.
· Reconcile financial accounts and resolve discrepancies.
2. Budget Support:
· Monitor expenditure and ensure adherence to project budgets.
· Provide regular budget updates to the People for Us Manager and National Finance Manager.
3. Reporting and Documentation:
· Prepare monthly and quarterly financial reports, including balance sheets, income statements, and cash flow reports, etc
· Support National Finance Manager for year-end financial closing and audits.
· Maintain accurate and up-to-date records of financial transactions for project audits.
4. Financial Compliance:
· Ensure compliance with internal financial policies, project-specific guidelines, and external regulations.
· Assist in the preparation of financial documents for funders and external 
5. Administrative Support:
· Provide general administrative support to the People for Us project team.
· Coordinate with other departments, including Human Resources and Operations, to ensure financial data is accurate and up-to-date.
· Support the Finance Manager with ad-hoc financial tasks as needed.
6. Wage payment
· Process wage payments using iPayroll, or other related apps, ensuring timely and accurate payroll distribution.

Qualifications:
· Education: A degree in finance, accounting, or a related field, or equivalent work experience.
· Skills:
· Strong knowledge of financial management systems and software (e.g., Xero, MYOB, etc.).
· Proficiency in Microsoft Office Suite, particularly Excel.
· Strong attention to detail and accuracy.
· Excellent organizational and time management skills.
· Ability to work independently and as part of a team.
· Good communication skills, both written and verbal.
Personal Attributes:
· High level of integrity and professionalism.
· Proactive, with a solutions-oriented mindset.
· Ability to manage multiple tasks and prioritize effectively.
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