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Accounting Assistant 

Finance 
Our purpose
We help New Zealanders to be safe, strong, and independent.
Manaaki tangata, Manaaki whānau
Our values
Manaaki: We care about the wellbeing of people
Whānau: We are inclusive and build belonging
Mahi tahi: We work together, making a difference for communities
Tika me te pono: We do the right thing, with integrity
Our commitment to Māori
As a Te Tiriti o Waitangi partner we are committed to supporting and enabling Māori, whānau, hapū, Iwi and communities to realise their own potential and aspirations.
He whakataukī*
Unuhia te rito o te harakeke
Kei hea te kōmako e kō?
Whakatairangitia, rere ki uta, rere ki tai;
Ui mai ki ahau,
He aha te mea nui o te ao?
Māku e kī atu,
He tangata, he tangata, he tangata*
If you remove the central shoot of the flaxbush
Where will the bellbird find rest?
Will it fly inland, fly out to sea, or fly aimlessly;
If you were to ask me,
What is the most important thing in the world?
I will tell you,
It is people, it is people, it is people

* We would like to acknowledge Te Rūnanga Nui o Te Aupōuri Trust for their permission to use this whakataukī 
Position Detail
Overview of position
The role of the Accounting Assistant is to monitor and investigate financial transactions in the WEKA (FMIS) accounting system and prepare reconciliations with particular regard to maintaining the accuracy and integrity of all bank account reconciliations.
A variety of other tasks include monitoring and ensuring daily direct credit (DC) files are processed through to bank for payment. Take required actions in a time sensitive manner where DC payments are held up. Ensure all tax payments are made by due dates.
Assist Financial Reporting Accountants with meeting MSD’s mandatory financial accounting and external reporting requirements.
Location
National Office, Wellington 
Reports to
Manager Financial Accounting and Reporting 
Key Responsibilities
Financial Transactions Processing and Reconciliations 
· Process financial transactions, general ledger (GL) journals into the WEKA accounting system.
· Monitor daily DC files are processed through to bank for payment and to investigate if required.
· Identify and process bounce back (void payment) related to DC payments. 
· Manage and ensure all tax payments are made by the due dates.
· Process overseas payments and other manual adhoc payments.
· Monitor bank balances on a daily basis and undertake daily bank reconciliations.
· Sweep the ROBOC (Receipts on behalf of the Crown) return accounts monthly and report to the Treasury.
· Monitor and prepare trust account payments as required.
· Ensure all payments are processed daily in WEKA and Westpac systems including tax payments.
· Identify opportunities for improvements in processing to increase efficiency.
System Maintenance and Integrity of General Ledger
· Identifying, recommending and implementing best accounting practices and procedures.
· Monitor and response to emails in the Financial Accounting Support mailbox.
· Ensure internal control requirements are complied with including completing reconciliations and monitoring compliance with financial policies. 
· Westpac User profiles maintained.
· Manage MSD’s Credit Card applications with attention to bank requirements.
Reporting Review and Analysis
· Assist to respond to queries and issues from internal and external stakeholders.
· Assist with the preparation of the budget and estimates accountability documents and other external accountability documents as required.
· Perform administrative tasks as required and data analysis.
· Ad-hoc tasks as requested.
Project Work / Strategic Advice / Best Practices
· Contribute to initiatives and undertake project work as directed by the Manager Financial Accounting and Reporting.
· Contribute to the ongoing development of financial policies and procedures.
· Maintain up to date knowledge of changes to professional accounting standards, and, developments and changes to reporting practices.
· Contribute towards implementing best accounting and reporting practices.
Relationship Management
· Respond to customer queries to ensure that all queries from staff and external suppliers are answered accurately and promptly.
· Maintain relationships with key suppliers, banks and internal customers.
· Works closely with the wider Finance team to ensure seamless collaboration across the group.
Additional Responsibilities
Embedding te ao Māori 
Embedding Te Ao Māori (te reo Māori, tikanga, kawa, Te Tiriti o Waitangi) into the way we do things at MSD. 
· Building more experience, knowledge, skills, and capabilities to confidently engage with whānau, hapū and iwi.
Health, safety, and security
· Understand and implement your Health, Safety and Security (HSS) accountabilities as outlined in the HSS Accountability Framework.
· Ensure you understand, follow, and implement all Health, Safety and Security and wellbeing policies and procedures.
Emergency management and business continuity
· Remain familiar with the relevant provisions of the Emergency Management and Business Continuity Plans that impact your business group/team.
· Participate in periodic training, reviews and tests of the established Business Continuity Plans and operating procedures.
Know-how
· Experienced in and good understanding of the principles and processes for processing/administering in a large organisation.
· Experience and understanding of the financial reporting policies and procedures including internal controls, delegations and awareness of the Public Finance Act and Treasury guidelines.
· Experience and understanding of the current Financial Reporting Standards.
· Intermediate level user of Excel spreadsheets, Microsoft office suite and financial accounting system.
· Accounting Technician (AT) qualification or higher from the Chartered Accountants Australia and New Zealand (CA ANZ) or international equivalent or working towards.
· Effective oral and written communication skills
Attributes
· Attention to detail with high level of accuracy and well-developed numeracy skills.
· Well-developed analytical and reconciliation skills.
· Self-starter, proactive with a high level of initiative and innovation combined with sound and mature judgement.
· Effective interpersonal skills with ability to gain confidence of colleagues and stakeholders.
· Well-developed organisational and planning skills.
· Focus on meeting deadlines.
· Flexible and adept at managing a number of tasks at the same time whilst effectively prioritising tasks.  
· Takes responsibility with ‘can do’ attitude.
· Welcoming toward diversity; ability to contribute toward an inclusive working environment where differences are acknowledged and respected. 


Key Relationships 
Internal 
· Director Financial Controls, Reporting and Systems
· Manager Financial Accounting and Reporting 
· Group GM Finance and Chief Financial Officer
· Crown Reconciliation Teams
· Finance Business Group
· All other Business Groups
External
· Treasury
· Audit New Zealand
· Inland Revenue Department
· Westpac NZ
· Other Government Agencies
Delegations 

Direct reports – No

Security clearance – No

Children’s worker – No 

Travel – Limited adhoc travel may be required

HR Delegation Level – No

Financial Delegation Level – No








Working in public service
In the public service we work collectively to make a meaningful difference for New Zealanders now and in the future. We have an important role in supporting the Crown in its relationships with Māori under the Treaty of Waitangi.  We support democratic government. We are unified by a spirit of service to our communities and guided by the core principles and values of the public service in our work potential and aspirations.
Ka mahitahi mātou o te ratonga tūmatanui kia hei painga mō ngā tāngata o Aotearoa i āianei, ā, hei ngā rā ki tua hoki. He kawenga tino whaitake tā mātou hei tautoko i te Karauna i runga i āna hononga ki a ngāi Māori i raro i te Tiriti o Waitangi. Ka tautoko mātou i te kāwanatanga manapori. Ka whakakotahingia mātou e te wairua whakarato ki ō mātou hapori, ā, e arahina ana mātou e ngā mātāpono me ngā tikanga matua o te ratonga tūmatanui i roto i ā mātou mahi. 
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