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POSITION DESCRIPTION 

 
Job Title: 
 

Finance Assistant 

Team: 
 

Finance 

Reports To: 
 

Chief Financial Officer 

Location: 
 

Wellington 

Contract Type and 
Hours: 
 

Permanent - 30 Hours Per Week 

Direct Reports: 
 

None 

Date Reviewed: 
 

July 2021 

Founded in 1953, the Royal New Zealand Ballet is New Zealand’s national ballet company. The 
RNZB is based in Wellington and tours throughout New Zealand and internationally, presenting at 
least 60 performances a year. The company’s annual subscription season takes classical and 
contemporary ballets to theatres in nine main centres, while Tutus on Tour takes small-scale 
works to more than a dozen regional centres. The company’s repertoire includes 19th and 20th 
century classics as well as many commissioned works, including those by New Zealand 
choreographers and telling New Zealand stories. RNZB Education presents a lively and inclusive 
programme of community and education activities throughout New Zealand. The RNZB is funded 
through the Ministry for Culture and Heritage, Manatū Taonga, and through ticket sales, 
sponsorship, grants and personal donations.  For more information please follow these links:  
http://rnzb.org.nz/wp-content/uploads/2021/06/RNZB-2020-Annual-Report-1.pdf 
 
Purpose:  
Is primarily responsible for Accounts Payable and Accounts Receivable, ensuring accurate and 
timely management of payments. Also performs other agreed accounting services to ensure the 
smooth running of the Finance function. 
 
Travel: 
Not required 
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Key Accountabilities: 
 
Accounting services 
Provide robust accounting functions by 

• Ensuring daily processing of supplier invoices in the accounts payable (creditors) function 
in Xero via Dext (add-on to Xero for invoice data capture) and ApprovalMax (add-on to Xero 
for online approval of invoices)  

• Managing payments, including international payments to creditors through internet 
banking  

• Processing of customer invoices in the accounts receivable (debtors) function in Xero 
• Follow up on overdue debtors 
• Banking of cash from all sources including merchandising and programme sales 
• Online bank reconciliation 
• Organise/pay per diems and staff reimbursements   
• Creditor/Supplier statement reconciliations 
• Seeking efficiencies and process improvement 
• Payroll backup and support 
• Assist the general finance team and wider RNZB team as required 

 
 

 
Essential Experience and Skills: 

• Experience in a similar Accounts Payable or Finance role is required  
• Knowledge of general accounting principles, regulatory standards and compliance 

requirements 
• Proficiency in MS Office, particularly Excel and accounting software eg Xero 
• Ability to embrace change, new systems and technology 
• Demonstrates a sense of urgency and ability to meet deadlines 
• Good communication skills, both oral and written 
• A process thinker who is organised, thorough and accurate 
• Strong interpersonal skills and team player  
• Good analytical and problem- solving abilities 
• Ability to be decisive, take initiative and explore options but to also accept collective 

responsibility for decisions made. 
• Create and maintain information to high standards to ensure we can meet our reporting 

obligations. 

 

 


