
Accountant 
 
Job purpose 
 
As part of a three-person finance team, the Accountant will play a key role in supporting WellStop’s day-to-day 
finance activities and systems, including payroll. 
 
The Accountant will provide advice to WellStop staff and management on finance-related matters, support 
Wellstop’s financial planning processes with budget and forecast preparation, and support decisions with accurate 
and timely financial and statistical analysis. The Accountant will contribute to meeting WellStop’s financial reporting 
requirements (including management, statutory, contractual and regulatory on time) and support the Finance 
Manager and management across a range of financial and corporate activities. 
 

Specific duties and responsibilities 
 

1. Transaction and record management 
 Ensure systems and procedures are maintained to maximise the financial viability of the agency 
 Ensure monthly balance sheet account reconciliations are prepared, including bank reconciliations, fixed 

assets, debtors and creditors ageing. 
 Ensure an efficient, timely and compliant payroll function is maintained. 
 Manage system administration and maintenance for accounting and payroll systems. 
 Ensure timely creditor and debtor management processes. 
 Support day-to-day accounting operations 
 Ensure effective cash flow forecasting and management 
 Provide accurate and up-to-date payroll information to managers as required e.g. staff hours, staff salary per 

annum, staff leave balances. 
 Identify and implement new processes, systems to enhance efficiencies in processing, data quality, and 

record management. 
 
2. Planning and performance: 
 Support the Finance Manager in the preparation of the annual budget, financial forecasts and variance 

reporting to meet required CEO and  Board approval and reporting deadlines. 
 Ensure budgets are maintained electronically in a manner supporting efficient and timely monthly 

management reporting. 
 Coordinate and prepare financial forecasts and narrative in line with required reporting deadlines and CEO, 

board requests (with support from the Finance Manager) 
 Support management with financial analysis and advice as required, in business planning, strategic decisions, 

contract negotiation and purchasing. 
 Support management to identify efficiencies and improve finance and accounting systems, and in the 

implementation of projects to enable improvements.  
 

3. Reporting 
 Plan and deliver month-end and year-end close processes to meet required internal and external reporting 

deadlines, with support from the Finance Manager. 
 Support the Finance Manager to prepare and publish timely monthly financial statements and analysis for 

the CEO, board and budget managers. 
 Support the Finance Manager to manage day-to-day annual reporting and audit requirements to support the 

completion of the annual financial audit and statutory reporting. 
  Support the business in the use of complementary reporting systems and databases. 

 
4. Compliance and Internal Controls 



 Ensure quality internal controls are maintained over financial and payroll transactions, mitigating risk of 
fraud at all times. 

 Ensure accuracy and completeness of records pertaining to accounting, payroll, and contracts. 
 Document business processes and accounting policies to maintain and strengthen internal controls. 
 Ensure the accurate and timely preparation, filing and payment of tax requirements. 
 Maintain a sound working knowledge of New Zealand tax law and apply technical accounting to tax issues to 

ensure compliance. 
 Support the Finance Manager to develop and maintain a contract register, summarising all contract 

commitments and contract conditions. 
 Support the Finance Manager to develop and maintain a funding register, summarising all live funding 

agreements, deliverables, amounts receivable and funding conditions. 
 Support the Finance Manager to ensure WellStop is always compliant with legislation, laws, policies, and 

requirements for annual audit. 
 Support other audit requirements as necessary. 

 
5. Management 
 Review operational finance-related activities and finance staff to ensure compliance with internal controls. 
 Support WellStop staff with contract invoicing and reporting as required. 
 Provide assistance and support to the Finance Manager in all areas considered appropriate, including 

continuance of business as usual in their absence. 
 
6. Relationships 
 Build and maintain supportive and respectful working relationships with WellStop personnel and external 

stakeholders. 
 Advise contractors and service providers of policies and functions, including GST/invoicing requirements, 

where required. 
 
Skills, experience and education 
Education: 
 Tertiary qualification to Bachelor level in Accounting or equivalent. 

 
Experience: 
 A minimum of 3 to 5 years of post-qualification experience. 
 CA ANZ Accounting Technician membership or equivalent preferred. 
 Experience in Payroll management and system administration. 
 Strong proficiency in IT and database. 
 Intermediate to advanced Excel skills. 
 Experience working in a small to medium organisation. 
 Experience within the NGO sector or with government contract management is an advantage.  

 
Personal Attributes: 
 Motivated self-starter. 
 Respectful and supportive of other team members. 
 Ability to research and continue learning. 
 Culturally sensitive and aware. 
 Flexible and reliable. 
 Demonstrates honesty, integrity, and a sound work ethic. 
 Practical and future-focused. 

  



 
General duties and responsibilities 
 
 Be punctual and work the hours and times specified. 
 Prioritise workload to ensure work of the greatest importance to the business is undertaken with urgency 

and to a high standard. 
 Support and help develop a positive workplace culture. 
 Demonstrate excellent interpersonal communication skills. 
 Responsibly manage all business resources within accountability levels. 
 Undertake all duties and responsibilities outlined in this Job Description and all other duties as required by 

the business. 
 Comply with all employment obligations. 
 Promptly undertake to complete all reasonable and lawful instructions and directions given. 
 Serve the business in good faith, promoting and protecting the business' best interests. 
 During work time, and such other times as may be reasonably required, dedicate all effort to the execution 

and fulfilment of the duties, responsibilities, obligations and instructions related to employment. 
 Demonstrate through own actions a commitment to Health and Safety at work when undertaking work or 

observing others in the workplace. 
 
Key Competencies 
1. Cognitive Power  
- Well-developed analytical thinking. 
- Attention to detail and accuracy, completes all tasks to a professional standard and maintains WellStop’s standards 
of confidentiality and Code of Practice. 
- Identifies key issues or required actions and develops workable solutions to complex problems. 
- Critically evaluates options and makes effective decision despite constraints such as time pressure or incomplete 
information. 
- Is trusted by others as a provider of accurate judgement and advice. 
- Probes all fruitful sources for information to deliver the best possible outcome. 
 
2. Effective Communication   
- Has a high level of interpersonal and communication skills, including oral and written communication and the 
ability to present ideas, information and advice. 
- Shares information with Colleagues. 
- Strong written and oral communication skills, including the ability to communicate information tailored to the 
audience. 
- Responds to queries in a way that demonstrates an understanding of the other person needs or point of view. 
- Uses Maori language and templates where possible.  
 
3. Planning and Organising Skills  
- Anticipates and plans for future work or reporting requirements, actively coordinates and communicates 
requirements and completed work with stakeholders.   
- Excellent self-management and team coordination skills, working effectively without direct supervision. 
- Ability to establish priorities and meet deadlines including attention to detail and accuracy. Takes responsibility for 
effective and timely completion of work.  
- Well-developed planning and organising skills, including the ability to maintain performance when under pressure 
and appropriate prioritising of work. 
- Anticipates potential problems when planning work and has alternative strategies available. 
 
4. Emotional Intelligence   
- Strong empathy towards others.  The ability to understand others thoughts and feelings.  
- Strong self-awareness.  Recognizes personal emotions and their effects on others. 
- Applies self-regulation when under pressure or when the situation might be challenging. 



 
5. Values the work of the role  
- Works within the criteria of our purpose, values and mandate. 
- Recognises the need for collaboration across the agency to meet our goals. 
- Values working within an NGO. 
- Values working in the relevant team.  
- Shows a willingness to learn and take on new ideas, identifying and pursuing learning and development 
opportunities. 
 
6. Collaborative Relationships 
- Supports others, building partnerships and working collaboratively with others to meet shared objectives. 
- Gaining support and trust of others.  
- Sets and models a culture that leverages differences and supports diversity, works with a wide range of people, 
respecting different values and encouraging diverse points of views and opinions. 
- Leads by example. 
 
7. Client and Stakeholder Focus  
- Build strong stakeholder relationships and delivering stakeholder centred solutions. 
- Gaining insights into stakeholder needs. 
- Building solutions that meet stakeholder expectations. 
 
8. Tikanga Maori  
- Demonstrates an understanding of core Māori values such as; manaakitanga, mana whenua, rangatiratanga. 
- Has knowledge of the treaty of Waitangi and its implications for NZ society.  
- Incorporates Māori culture {including tikanga-a-iwi}.  
- Understanding of Māori knowledge and traditions/values to be able to respond appropriately to Māori, whanau, 
hapu and iwi. 
 
 


