WellingtonNZ

ROLE SUMMARY

Role title:
Reports to:
Direct reports:

Date:

Purpose of role:

Accountant - Venues
Finance Lead
One — Accounts Assistant - Venues (part-time)

March 2026

Manage the end-to-end accounting process including the preparation of the end of month journals and accruals;
monthly management accounts and reporting, event revenue reporting and debtor management.

Responsible for the preparation of the detailed annual budget up to the review stage and preparation of the
monthly forecasts.

Works with Business Unit managers to provide financial analysis, reporting and assistance.
Manages the preparation of the fortnightly Venues Operations and Hosts payroll.

Keen eye for process improvements. Oversight of organisational and financial risk.
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WellingtonNZ

ROLE DESCRIPTION

Key responsibilities: specific actions, tasks or areas of responsibility this role will oversee.

Area of Actions/Tasks
responsibility

End of Month & Manages the month end process, ensures all accruals are made, analyses P&L's at both consolidated and cost
Monthly Reporting centre levels to ensure completeness of results, understands Budgets to enable accuracy of results. Liaises
Requirements and with BU managers and Finance Lead to ensure completeness of results.

other accounting Ensures all end-of month deadlines are met.

requirements Prepares the monthly financial management reports and commentaries

Understands variances between Actuals & Budgets/forecasts and can explain to non-accountants

Maintains the integrity of the Fixed Asset Register ensuring all purchases are recognised in timely and accurate
manner and all disposals are dealt with in the month they occur.

Prepares Cashflow reporting.

Event revenue reporting and analysis.

Prepares all Balance Sheet reconciliations and any adjustments are advised and dealt with before next month
end.

Prepares all GST returns and checks transactions to ensure GST coding is accurate. Completes the
submission of monthly GST returns on IRD website after Finance Lead has reviewed.

Raises VMA Management fee invoices & cash transfers. Understands impact of inter-entity transactions.
Prepares the annual Financial Reporting packs for WCC

Prepares schedules for auditors; assists with auditors' requests and queries.

Responsible for providing a high level of assurance that the organisation is complying with both internal
financial policies and operating procedures and external accounting standards.

Keeps Finance Lead and wider WNZ finance team members informed of any issues encountered while
completing all reporting requirements (no surprises).
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Budgeting &
Forecasting

Accounts
Receivable Debt
Management;
Event Revenue and
Other Revenue
Accounting

Lead and develop
team

Payroll

WellingtonNZ

Works with the Finance Lead, General Manager Events & Experience and Business Unit Managers to prepare
a detailed and meaningful annual budget for Venues Wellington whilst cognisant of the Organisation's strategic
goals.

Responsible for the preparation of monthly forecasts throughout the year and includes in monthly financial
management reporting

Debt Collection:
Prepare monthly overdue debtors report to provide to Sales team and ensure Events personnel
chase up the payment of debt
Keeps management informed on any overdue debtors
Raise overdue debt with debt collection agency when required.
Works with Accounts Assistant to ensure all contractual invoices are raised at correct times — monthly, quarterly
and annually.
Works closely with the Event Sales team to ensure Venues Wellington and client expectations are met.
Review event settlements, and making sure invoices are sent in a timely manner

Lead and manage the Accounts Assistant.

Coach the direct report to ensure they deliver on their responsibilities and grow as a member of the team.
Assist with workflow management to ensure all tasks required of the team are delivered.

Develop a culture of collaboration and cooperation within the team.

Ensure the team assists the wider finance team as necessary

Manages the preparation of the fortnightly payroll for Venues Operations and Hosts.

Works with Accounts Assistant in preparing the payroll file before submission to Datacom.

Reviews the Datacom Payroll reports ensuring that all personnel are paid correctly and on time, and any
deductions are also correct.

Responsible forensuring the back end of the Humanforce system is maintained for payroll purposes.

Work with People and Culture team to ensure you have all supporting documentation for changes in a fortnight.
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Other Requirements
& Systems

Business Partner
Management

WellingtonNZ

Set up new staff in Datacom working with the Guest Experience Manager and ensuring that these changes are
also loaded into Humanforce correctly.

Be the Payroll champion for Events & Experience staff

Be backup to prepare Main (salaries) payroll file for Datacom.

Assist with workflow management to ensure all tasks required of the team are delivered and provide support
and assistance to AP, AR, daily bank reconciliations and EBMS (Momentus).

Have an overview to ensure creditors are paid on time.

Techone (Accounting ERP system) champion.

Expenseme (Purchasing card system) champion.

Prepare statistics department returns when required in accurate and timely manner.

Adhere to Group Standard Operating procedures whilst also looking for continuous improvement and
efficiencies in processes

Adherence to Group Financial Policies.

Ensure process notes are up-to-date and writes up new process notes when required in a timely manner.
Assist with any other reasonable tasks as required.

Events and Operations personnel.

Wellington City Council — Finance, Systems and IT
WellingtonNZ Victoria St Office

Datacom

Humanforce

IRD

Expenseme

Windcave

Auditors.

Level 1,175 Victoria Street, Te Aro, Wellington 6011 p +644 9161205 e Contact@WellingtonNZ.com  WellingtonNZ.com
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People leadership Provide strong leadership and support while managing the work and performance of your team to ensure
and management deadlines are met, and they understand their roles within the organisation and division.
Create and energise a shared vision for the team, ensuring each team member feels empowered and
supported to achieve and work together as one team.
Proactively support your team members’ development through mentoring and coaching, ensuring regular 1-to-1
meetings and positive and constructive feedback is provided in a timely manner.
Ensure the team is fully trained and adequately skilled for the tasks expected of them, and they understand
relevant Policies, Procedures and legal obligations.
Develop and implement a succession plan within the team.
Ensure systems are in place for forecasting and ensure adequate resources are available to undertake
workload.
Actively contribute to people leadership across the Business Services Division.
Champion and work with other Divisions across WellingtonNZ to ensure a "one business" philosophy.

Health, safety, Take an active role in identifying and mitigating any health and safety risks to yourself and others.
wellbeing and While at work, take reasonable care for your own health and safety and ensure what you do does not
compliance negatively affect the health and safety of others.

Comply, as far as you possibly can, with any instructions, policies, procedures or guidelines given by
WellingtonNZ in relation to health, safety and compliance.

Report any potential hazards or risks to health and safety or the environment as soon as is possible to take
immediate action to minimise or mitigate these if it is not potentially harmful to your own health and safety.
Initiate the necessary documentation required for offsite work (e.g. RAs) and ensure documentation is
completed and signed off at least 48 hours prior to the activity beginning.

WellingtonNZ Maintain a “WellingtonNZ-wide” perspective with all of your work
collaboration Consider how your role links and contributes to other areas of WellingtonNZ, and actively engage when
required

Communicate with fellow WellingtonNZ colleagues on work, initiatives and projects
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Actively collaborate and participate in WellingtonNZ-wide initiatives and projects.

Job outcomes: visible and measurable evidence of success in the role.

Outcomesl/results Target measure

To be determined with [Insert details]
your manager

Team Leadership Team performance goals, objectives and key result areas are in place within the required timeframes.
A strong, empowered and engaged team.
Clear, concise communicator across WellingtonNZ and key stakeholders.
Expectations of the team, and ongoing pursuit of results are clearly articulated and understood.
Visible demonstration of WellingtonNZ’s values and behaviours.

Competencies: specific skills, traits and competencies necessary to be successful in the role.

Competency Description of competency
Functional skills and Degree in Accountancy or other related discipline or equivalent experience.
experience
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Experience in a similar role where you are responsible for the end-to-end accounting process, looking for a
role that encompasses multiple accounting and reporting tasks and prepared to do it all, to ensure monthly
results & forecasting are completed in a timely and accurate manner.

Confident in reconciliations, payroll, financial and management accounting.

Strong analytical skills and the ability to break it down; simplify for non-finance business partners to use and
understand.

High level understanding of financial practices and ability to communicate this effectively.

Advanced Excel skills and strong skills in other MS Office products (Word, Outlook, Teams, Sharepoint).
Advanced experience using modern financial systems — TechOne experience beneficial.

Experience with CRM systems or Event Business Management systems that drive revenue and cost of
sales and understands the interface with the ERP Accounting system. Momentus software experience
beneficial.

Payroll experience and an understanding of employment legislation is beneficial

Proven multi-tasker with a strong eye for detail and the ability to proactively manage and prioritise
competing demands with minimal supervision, producing quality work in a fast-paced environment

Ability to establish and maintain positive working relationships within a diverse team from senior level
management to casual frontline workers, championing a modern and friendly approach in all environments.

Creating a vision Translating the vision into action
Taking risks to create innovative outcomes
Talking openly and positively about possibilities

Leading with purpose Setting team goals that are meaningful
Understanding individual needs and motivations and aligning expectations
Asking the tough questions
Creating opportunities for individual development

Making things happen Holding self and others to account
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Building an awesome
team

Being authentic and
inclusive

Considering people alongside performance outcomes

Acting quickly to resolve issues

Using analysis and critical thinking to drive quality decision-making
Right-sizing resourcing

Remaining calm and focused when things get tough

Making time to review and learn from mistakes

Building strategic partnerships

Giving trust and autonomy

Creating opportunities for collaboration and information sharing
Encouraging diverse thinking and perspectives

Mentoring and coaching individuals and knowing the difference

Recognising your own strengths and areas for development
Asking for and responding positively to feedback
Questioning and challenging others with respect

Owning your mistakes.
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Values: our purpose and values which bring to life WellingtonNZ’s aspired culture.

Purpose

Better together

Passionately curious

Choose joy

We are collaborative

We back each other

We celebrate our differences and experiences

We create and share ideas together

We focus on teamwork and empower individual brilliance

We are brave

We think differently and give it a go

We seek to understand before being understood
We embrace the possibilities of tomorrow

We bring and share joy in our work everyday
We celebrate our wins and learn from our losses
We have fun and get the mahi (work) done

We give praise and recognition
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To make the Wellington region thrive as a place to live, visit, study, work, do business, and invest
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